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Madera Unified School District
Classified Job Description

Accounting Technician lll

Purpose Statement

The job of Accounting Technician lll was established for the purpose/s of
providing support for department functions with specific responsibility for
performing activities related to the accurate processing of payment for
approved invoices and contract payments, or accounts receivable;
recording, updating and reconciling related financial information; and
providing instructions and/or accounting support to other personnel in
accordance with established practices.

This job reports to the Business Manager or Designee.

Essential Functions

o Assists auditors for the purpose of providing requested supporting
documentation required for audit.

o Audits and reconciles invoices for the purpose of ensuring that allocations
are accurate and complying with established financial practices.

' Compiles financial information related to work assignments for the
purpose of providing r:equired documentation and/or processing
information.

o lnforms other staff and/or outside parties regarding procedural
requirements for the purpose of processing transattions.

o Maintains financial information, files and records (e.g. purchase orders,
invoices, accounts paya ble wa rrants, sh ipment verification, expense
reports, etc.) for the purpose of ensurlng the availability of documentation
and compliance with established policies and regulatory guidelines.

o Monitors account coding, PO balances and related financial activity for the
purpose of ensuring that allocations are accurate and complying witn
established financial practices.

o Participates in unit meetings, in-service training, and workshops for the
purpose of conveying and/or gathering information required to perform job
functions.

' Prepares written materials and electronic financial information (e.g.
voucher ratification reports, procedures, transmittals, tax listing foi each
vendor, etc.) for the purpose of documenting activities, providi-ng
reference, conveying information, and complying with established
financial, legal and/or administrative requirements.
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. Processes financial information and documents (e.g. warrants, etc.) for the
purpose of updating and distributing information, authorizing for action
and/or complying with established accounting practices.

. Reconciles financial data for the purpose of maintaining accurate account
balances and ensuring compliance with established accounting practices.

o Researches discrepancies of financial information and/or documentation
(e.9. purchase orders, invoices, etc.) for the purpose of ensuring the
accuracy and adhering to established procedures prior to processing.

. Responds to inquiries of staff and administration regarding financial
procedures for the purpose of providing information, direction and/or
referral for addressing inquiry.

Other Functions

o Performs other related duties as assigned for the purpose of ensuring the
efficient and effective functioning of the work unit.

Other Functions

Job Requirements:

Skills, Knowledge and Abilities
SKILLS are required to perform multiple tasks with a potential need to
upgrade skills in order to meet changing job conditions. specific skill-based
competencies required to satisfactorily perform the functions of the job
include: operating standard office equipment incruding pertinent sofi*ar"
applications; preparing and maintaining accurate recdrds and performing
accounting procedures.

KNowLEDGE is required to perform basic math, incruding carcurations using
fractions, percents, and/or ratios; read a variety of manuaii, write documents
following prescribed formats, and/or present in'formation to others; and
understand comprex, murti-step written and orar instructions. specific
knowledge-based competencies required to satisfactorily perfoim the
functions of the job include: accounting/bookkeeping principles and
codes/laws/rules/regulations/policies.

ABlLlrY is required to schedure activities and/or meetings; gather and/or
collate data; and use basic, job+elated equipment. ftexiOitit! is required to
work with others in a variety of circumstances; work with oaia ufitizing deiineo
but different processes; and operate equipment using defined methods.
Ability is also required to work with a wide diversity oi individuars; work with a
variety of data; and utirize specific, job-rerated equipment. probrem sorving is
required to identify issues.and create action prans. probrem sorving with iaia
may require independent interpretation; and probrem sorving with e{uipment
is limited. specific abirity-based competencies required to sltisfactoriry
perform the functions of the job incrude: communicating with diverse gioups;
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maintaining confidentiality; analyzing data; report preparation; meeting
deadlines and schedules; setting priorities; and working with detailed
information/data.

Responsibilitv
Responsibilities include: working under limited supervision following
standardized practices and/or methods; providing information and/or advising
others; and tracking budget expenditures. Utilization of some resources from
other work units is often required to perform the job's functions. There is a
continual opportunity to have some impact on the organization's services.

Workinq Environment
The usual and customary methods of performing the job's functions require the
following physical demands: some llfting, carrying, pushing, and/or pulling; and
significant fine finger dexterity. Generally the job requires 80% sitting, 10%
walking, and 10oh standing. This job is performed in a generally clean and
healthy environment.

Minimum Qualifications
Exoerience Two years of general ledger bookkeeping or comparable

experience and 6 months recent use of spreadsheets.

Education High School diploma or equivalent.
Equivalencv Six college units in business admistration, accounting,

bookkkeeping and related fields which require computer application
from an accredited college or university can be substituted for 1

year of experience or completition of a certification in business from
an Adult school.

Required Testinq
Pre-employment Proficiency Test
Pre-employment Physical exam

Continuino Educ./Trainino

FLSA Status
Non Exempt

Salarv Ranoe
Classified Salary Schedule - Range 26

Certificates

None Specified

Clearances

Criminal Justice
FingerprinUBackground Clearance
TB Clearance
Physical Demands(A)

Aooroval Date
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