
BUSINESS OFFICE CLERK
Number of Days per Year: 190

8:00-1:30 pm

Job Summary

Under the direction of the Chief Business Officer, coordinates and performs a wide variety of financial
administrative details.

Duties and Responsibilities

- Audits all vendor invoices, statements and employee reimbursement claims.
- Prepares and distributes warrants or District checks to appropriate vendors or agencies, including

employee benefits.
- Reviews and determines as necessary, purchase order, invoice or material delivery discrepancies,

responds to appropriate vendors or agencies.
- Monitors teacher budgets and advises if limits are being exceeded.
- Counts and deposits daily funds received from the cafeteria program, prepares necessary cafeteria

reports.
- Process meal applications, verify meal applications and prepare state verification report.
- Monitor meal accounts.
- Counts and deposits student council funds.
- Obtains Absence Verification forms for employees who have been absent and have not yet submitted an

absence form.
- Assists with the preparation and data entry of all payrolls for District employees and reports

irregularities in time recording to supervisor.
- Assists with maintaining absence systems for employees, W-4 forms, insurance forms, records and

reports payroll deductions.
- Assists with monitoring credentials and units/transcripts.
- Assists with maintaining confidential personnel files.
- Prepares and maintains a variety of payroll reports, including workers’ compensation claims.
- Answer incoming telephone calls,  greet office visitors, and general office duties.
- Update and maintain fixed asset inventory.
- Prepare journal entries for corrections of account charges on data system.
- Performing other duties as may be assigned.

Qualifications

Knowledge of:

- proper telephone techniques
- proficiency in the use of office machines such as personal computer, copier, paper shredder, calculator,

and miscellaneous office machines
- 10-key by touch
- basic data entry/typing skills
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- Valid Driver’s License

Ability to:
- communicate effectively orally and in writing
- prioritize multiple tasks
- maintain cooperative relationships with all personnel contacted in the course of work
- take responsibility and use good judgment in recognizing limited scope of authority
- understand and apply school district policies and regulations
- exercise sound-judgment and work independently at routine tasks
- follow oral and written directions and specific rules, regulations and processes, and apply them to a

variety of situations
- identify errors and make corrections
- make rapid and accurate arithmetical calculations and verify accuracy of information on data received
- index and alphabetize accurately and rapidly
- proof numerical data and compare names and numbers rapidly and accurately
- use computer applications in the performance of record keeping duties
- handle confidential information with complete security

Education and Experience:
- Minimum of AA degree in accounting or business related field or any equivalent combination of

training and/or experience may be supplemented for degree
- clerical and computer knowledge
- previous experience in a public school system desirable
- experience in budgeting, bookkeeping, receiving, payroll and accounts payable desirable

Physical Abilities:

- vision to inspect printed material and records
- hearing and speaking to communicate with district staff and the public
- sitting for extended periods of time
- bending, kneeling and reaching to retrieve and file records and pick up miscellaneous packages
- dexterity of hands and fingers to file and operate office equipment
- must be able to lift 25 pounds and be mobile

WORKING ENVIRONMENT

- office environment
The above statements are intended to describe the general nature and level of work being performed. They are
not intended to be an exhaustive list of all responsibilities, duties and skills required of personnel so classified.
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