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SANTA MARIA BONITA-SCHOOL DISTRICT

HUMAN RESOURCES DEPARTMENT







708 S. MILLER STREET

SANTA MARIA, CA 93454

(805) 361-8127

ACCOUNT CLERK III (Payroll/Accounting)
DEADLINE TO APPLY: 4:00 PM, Friday, January 6, 2017
The Santa Maria-Bonita School District is currently accepting applications.  Application forms are available at the Santa Maria-Bonita School District Human Resources Office, 708 S. Miller Street, Santa Maria, CA 93454 (805) 361-8127 and at www.smbsd.org.
TO APPLY:  Submit a Classified Application Form together with:

· High School Diploma or equivalent
· DMV printout (issued within the last 60 days)
· 40 words per minute corrected net speed typing certificate.
· Resume
· Letters of recommendation
POSITION:   The Account Clerk III performs specialized and technical functions in assembling, tabulating, calculating, verifying, and filing accounting, payroll, and fiscally-related information and data.  Must be able to work with computer-based accounting systems.  Refer to the job description attached.

EDUCATION/EXPERIENCE REQUIRED: Graduation from high school supplemented by training or coursework in accounting, bookkeeping, business office organization and planning or closely related field and three years of increasingly responsible experience in accounting, payroll, or budget control record management and reporting, including one year in a lead or specialized capacity.

SALARY:       $3,672.82 per month to start

SCHEDULE:   8 hours per day, 12 months per year.
BENEFITS:    Paid health, dental, vision, life and disability insurance, and PERS retirement (employer/employee contributions); paid sick leave, holidays, and vacation

SELECTION PROCESS:   Applications are reviewed to determine those candidates who meet position qualifications.  Those candidates will be contacted and invited to take the written test.  Those who pass the test with 70% or better will be invited for an interview.
PRIOR TO HIRE: Prior to start in a position, the District will obtain verification of the applicant’s freedom from tuberculosis; fingerprint the individual for processing by State and Federal agencies and receive the agencies’ report. 

Thank you for your interest in employment with the Santa Maria-Bonita School District.  You may contact the Human Resources Department at 928-1783 x8127 for further information.

TITLE IX – EQUAL EDUCATION / EMPLOYMENT OPPORTUNITIES
Santa Maria-Bonita School DistrictPRIVATE 

ACCOUNT CLERK III
BASIC FUNCTION
Under the direction of an assigned supervisor, perform specialized accounting, budget control, and payroll clerical functions in maintaining financial and statistical records, utilizing manual and computer‑assisted processes; perform difficult and technical accounting, budget control, and payroll clerical functions.

REPRESENTATIVE DUTIES
Perform specialized and technical functions in assembling, tabulating, calculating, verifying, and filing accounting, payroll, and fiscally-related information and dataE; perform complex and technical fiscal and payroll record management operations related to one or more specialized accounting, budget control, and payroll functionsE; assist in revision, formulation, and implementation of accounting, budget control, and payroll record management systems and proceduresE; post, balance, and verify accounting, budget control, and payroll recordsE; prepare trial balances and financial statementsE; establish, post, and maintain journals, ledgers, and a variety of other accounting and payroll recordsE; prepare and verify the accuracy and completeness of financial and payroll‑related files, records, and reportsE; prepare accounting, budget control, and payroll record analysesE; operate bookkeeping machines, work with a computer‑based accounting, budget control, and payroll systemE; prepare system input data and analyze, verify, and reconcile output reportsE; make complex arithmetical calculations and verify computationsE; train and provide work direction and guidance to assigned staffE; provide technical information to County, State, and Federal agenciesE; interact with computerized systems for District and County officesE; perform lead functions within a specialized accounting, budget control, or payroll record management system, including the preparation of technical and complex reports as required; interpret and provide information regarding routine legal mandates, policies, regulations, and operational guidelines to District personnel as required; perform related duties as assigned.

KNOWLEDGE AND ABILITIES
Knowledge of:

Methods, practices, and procedures of school district accounting, budget control, and payroll record management;

Operation of manual and computer‑assisted accounting, budget control, and payroll record management systems;

Standard office practices, procedures, and equipment;

Organization and planning methods, trends, techniques, and practices;

Appropriate software.

Ability to:

Perform complex and technical accounting, budget control, and payroll clerical functions;

Prepare, review, and analyze accounting, budget control, and payroll files, records, summaries, and reports;

Operate office machines including a computer and applicable software to enter data, maintain records, and generate reports;

Perform double entry bookkeeping and elementary accounting;

Lead and advise other accounting, budget control, and payroll clerical personnel;

Make complex arithmetical calculations and verify the results;

Effectively and efficiently operate computer terminals and other office machines and equipment;

Type 40 words per minute;

Understand and follow oral and written directions;

Establish and maintain cooperative working relationships with others.

EDUCATION AND EXPERIENCE
Any combination equivalent to:  Graduation from High School supplemented by training or coursework in accounting, bookkeeping, business office organization and planning or closely related field, and three years of increasingly responsible experience in accounting, payroll, or budget control record management and reporting, including one year in a lead or specialized capacity.

WORKING CONDITIONS
Environment:

Office environment;

Work effectively with numerous interruptions.

Physical Abilities:

Sitting for extended periods of time; Dexterity of hands and fingers to operate a computer keyboard; Seeing to read a variety of reports and fiscal data; Kneeling or crouching, reaching overhead, above shoulders and horizontally and bending at the waist to store and retrieve files;  Hearing and speaking to exchange information.
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