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William S. Hart Union High School District                 Position Description 
Position:  Accountant/Internal Auditor FLSA:  Non-Exempt 

Approved by:  Personnel Commission, 9-10-14 Salary Range: 520 

 

Summary 
 

Under the direction of the Director of Fiscal Services, performs professional and complex 

accounting duties relating to financial analyses and preparation of required financial reports; 

assists with development and administration of the district’s budget activities and preparation 

for audits; develops information and recommends policies and procedures for immediate and 

long-range financial management and planning. 

 

Distinguishing Career Features 

 

The Accountant/Internal Auditor is responsible for professional and complex accounting 

duties, financial reports, budget activities and audit preparation. Advancement to this 

position is based on need and compliance with the qualifications of the position, including 

the ability to implement policies and procedures in support of financial management and 

planning.  

  

Essential Duties and Responsibilities 

 

 Performs professional level accounting functions, according to a prescribed accounting 

procedure and generally accepted principles of accounting. 

 Develops the district’s cost accounting system to allocate direct and support costs by 

service; develops cost allocations to various programs and funds; provides formats, 

systems and procedures for financial record-keeping. 

 Verifies receipts and disbursements in district’s bank accounts and reconciles to account 

balances in district records; develops and implements procedures to ensure adequate cash 

controls. 

 Performs school site internal audits, including developing and overseeing attendance 

(ADA) accounting and reporting; checking and reviewing school site departmental 

accounts, including student body funds; controls and approves expenditure and activity 

of the district revolving cash fund. 

 Posts, adjusts and balances accounts; establishes and maintains accounts; audits claims; 

makes reconciliations. 

 Assists the Director of Fiscal Services in the development and implementation of district 

accounting and related fiscal policies, procedures and regulations; reviews, interprets and 

implements laws and district policies; analyzes, evaluates and reviews existing 

procedures and makes recommendations for changes. 

 Gathers classifies and summarizes data in preparation for compiling financial reports; 

prepares a variety of periodic and special financial statements and financial reports for 

district, federal and state programs. 

 Provides accounting and budgetary assistance to district administrative and management 

staff as needed; responds to surveys and supplies information as required. 

 Monitors a variety of programs, including the district tax shelter annuity program, to 

assure compliance with state and federal laws and district regulations. 

 Monitors and evaluates the operations of various District departments to assure smooth 

and efficient fiscal and budgetary functions and activities. 
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 Maintains current knowledge of laws, codes, rules, regulations and pending legislature 

related to accounting and budgetary functions. 

 Prepares and maintains a variety of financial reports, statements and records related to 

income, expenditures, accounts, budgets, program, grants, cash flow and assigned duties 

in compliance with regulations, policies and procedures. 

 Provides guidance and oversight to the District’s Associated Student Body (ASB) staff to 

ensure accurate financial reporting and adherence to procedures. Reviews and prepares 

related reports. 

 Researches, reviews, compiles, prepares, calculates, analyzes and revises financial and 

statistical data of assigned accounts, budgets and activities. Compares and reconciles 

ledgers, balances, statements, records documents and reports to identify errors and 

discrepancies. Investigates and resolves financial issues, errors and discrepancies. 

 Establishes and oversees year-end accruals and monthly account reconciliations for 

accounts payable, accounts receivable, deferred revenue, etc. 

 Prepares proper closing of the general ledger and trial balance for year-end financial 

reporting. This includes all special funding, current accounting expenditures, deferred 

balances, and accruals. 

 Assists the Director in facilitating the budget development process. Researches and 

gathers information about FTEs, revenues, projected classroom usage for overhead 

computations, and details for expenditures within various funds. 

 Prepares and enters high level accounting adjustments on the accounting system such as 

those required for general ledger prior to producing financial statements. 

 Keeps various staff and administrators current concerning department, program and 

categorical requirements and the implications of potential changes in policies and 

procedures. 

 Operates a variety of office equipment including a computer and assigned software. 

 Performs other duties as assigned that support the overall objective of the position. 
 

 

Qualifications 
 

 Knowledge and Skills 

 Planning, organization and direction of District-wide accounting operations and 

activities including the preparation, development, monitoring, review, processing, 

analysis, maintenance and adjustment of District budgets, funds and accounts. 

 Accounting, auditing, budget and business functions of an educational organization. 

 Advanced theory and application of budgetary planning and control in a school 

system. 

 State and federal standards and requirements concerning the record keeping and 

reporting of educational budgets, funds and accounts. 

 Preparation, analysis, review and control of District accounts and budgets. 

 Fiscal organization, operations, policies and objectives of the District. 

 Applicable laws, codes, regulations, policies and procedures. 

 Financial and statistical record-keeping techniques. 

 Financial analysis and projection techniques. 

 Preparation of financial statements and comprehensive accounting reports.  

 Operation of a variety of office equipment including a computer and assigned 

software. 

 Writing skills to develop professional correspondence and reports 

 Effective oral communication to conduct meetings and preparations. 
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 Abilities 

 Perform complex financial record keeping. 

 Compile, verify and analyze financial records. 

 Prepare trial balance financial statements and summaries, account adjustments, 

financial estimates (variance analysis), audit reports and custom reports using PC-

based spreadsheets and relational databases. 

 Interpret, apply and explain laws, codes, regulations, policies and procedures. 

 Make complex arithmetic computations quickly and accurately. 

 Coordinate and direct personnel, communications, and fiscal record-keeping and 

reporting functions to meet District accounting needs and assures smooth and efficient 

fiscal activities. 

 Direct activities to assure proper and timely resolution of fiscal issues, errors and 

discrepancies. 

 Direct and participates in the development, preparation, review and analysis of the 

District and department and program budgets to assure proper allocations, fund 

disbursement and fiscal solvency. 

 Evaluate financial and budgetary data and prepare reports, forecasts and 

recommendations. 

 Communicate effectively both orally and in writing. 

 Establish and maintain cooperative and effective working relationships with others. 

 Operate a computer, assigned office equipment and assigned software. 

 Analyze situations accurately and adopts an effective course of action. 

 Meet schedules and time lines. 

 

 Physical Abilities 

 Function indoors in an office environment engaged in work of primarily a sedentary 

nature. 

 Ambulatory ability to move to various office and school site locations. 

 Hand-eye coordination and manual and finger dexterity to operate a computer 

terminal, write, keyboard and operate other standardized office equipment. 

 Near visual acuity to read printed materials and computer screen. 
 Auditory ability to carry on conversations in person and over the telephone. 

   

 Education and Experience 

Bachelor’s degree in accounting, business administration or related field and four years of 

increasing responsible experience in accounting, experience in school district accounting 

preferred.  Additional experience may be substituted for higher education on the basis of 

two years of experience for one year of college.    

 

 Licenses and Certificates 

Valid California driver’s license. 

  

 Working Conditions 

Work is performed indoors where minimal safety considerations exist.     
 


