
 

Supervisor of Accounting Page 1  

William S. Hart Union High School District          Position Description 
Position:         Supervisor of Accounting FLSA:  Exempt 

Approved by:  Personnel Commission, June 15, 2011 

                      Revised: January 14, 2015 

Salary Range:  060 

 

Summary 
 

Under the direction of the Chief Financial Officer or Chief Operations Officer, coordinates 

and supervises accounting functions for the District.  Ensures District financial records and 

internal controls are properly maintained and in compliance with regulations.  

 

Distinguishing Career Features 
 

The Supervisor of Accounting oversees and participates in processing complex accounting 

transactions and reports and assuring compliance with regulations.  The Supervisor of 

Accounting is accountable for efficient and effective accounting operations.  Advancement to 

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

including the ability to produce financial reports by integrating operations and implementing 

accounting controls. 

 

Essential Duties and Responsibilities 
 

 

 Coordinates and supervises accounting functions such as payroll, accounts payable, 

accounts receivable, general ledger control, child nutrition and budget maintenance.  

 

 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.   

 

 Assists with, and coordinates activities connected with, audits performed by independent 

auditors.  Coordinates documents, answers questions and prepares requested reports. 

 

 Prepares tax returns and forms to the Internal Revenue Service (IRS), department of 

revenue and local governments.  Maintains up-to-date knowledge of tax reporting 

requirements. 

 

 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.   

 

 Provides guidance and oversight to the District’s Attendance Technicians to ensure 

proper attendance reporting.  Reviews and prepares state reports.   

 

 Serves as a technical resource on attendance and financial matters for District affiliated 

charter schools.  Assists in ensuring that reporting is in compliance with regulations.   

 

 Audits financial data and documents from a variety of funds to assure accuracy, 

completeness and compliance with District policies, procedures and applicable 

government regulations.  Recommends changes to policies and procedures that improve 

internal controls. 
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 Selects, trains, evaluates and supervises assigned personnel.   

 

 Provides administrative support in the review, preparation and development of assigned 

budgets.   

 

 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. 

 

 Provides consultation to administrators and personnel concerning accounting and 

budgetary functions.  Responds to inquiries and provides detailed and technical 

information concerning related accounts, budgets, standards, practices, issues, needs, 

reports, laws and regulations. 

 

 Inputs and updates a variety of financial data in an assigned software system.  

Establishes and maintains automated records and files.  Initiates queries, develops 

spreadsheets and generates a variety of reports. 

 

 Participates in the development and enhancement of automated accounting and financial 

information systems. 

 

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

 

 

 

Qualifications 
 

Knowledge and Skills 

 Specialized professional-level knowledge of the theory, principles and practices 

of accounting and financial record keeping. 

 Generally Accepted Accounting Principles and accounting practices and 

procedures for educational entities. 

 Applicable laws, codes, regulations, policies and procedures. 

 Audit procedures and development of accounting controls. 

 Analysis of complex financial statements and reports. 

 Financial and statistical record-keeping techniques. 

 Preparation of accounting statements and complex accounting reports. 

 In-depth knowledge of the workings of automated accounting systems and 

relational databases, sufficient to train others in data entry, and to troubleshoot 

errors and exceptions. 

 Effective supervisory techniques including work assignment and delegation, 

performance evaluation, training and motivation. 

 Effective oral communication to conduct meetings and make presentations. 

 Well-developed math skills to perform complex accounting and statistical 

computations. 

 Well-developed human relations skills to explain detailed information to small 

groups, supervise others and resolve issues. 

 Writing skill to develop professional correspondence and reports. 

 

 

 



 

Supervisor of Accounting Page 3  

 

Abilities 

 Supervise and perform a variety of professional accounting duties. 

 Prepare and analyze comprehensive financial statements and accounting reports. 

 Maintain accurate financial and statistical records. 

 Conduct technical research and complete complex mathematical and statistical 

computations. 

 Develop and implement accounting controls. 

 Review, audit and analyze financial data, statements, records and reports to assure 

accuracy, completeness and compliance. 

 Read, interpret, apply and communicate applicable laws, rules, regulations, 

policies and procedures. 

 Select, evaluate, train and supervise assigned personnel. 
 Analyze problems, identify solutions and implement recommendations in support 

of goals. 
 Prioritize and organize work to meet schedules and timelines. 
 Work independently with little direction. 
 Communicate effectively both orally and in writing. 
 Establish and maintain productive and cooperative working relationships with 

others. 
 

 

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. 
 Retrieve work materials from overhead, waist, and ground level files.   
 Near visual acuity to read printed materials and computer screen. 
 Auditory ability to carry on conversations in person and over the telephone. 
 Bend at waist, kneeling or crouching. 

 

Education and Experience 

Bachelor’s Degree in accounting, business or equivalent and four years of experience in 

accounting including one year at a supervisory level.  Additional experience in an 

educational or governmental agency may be substituted for higher education on the basis 

of two years of experience for one year of college.    

 

Licenses and Certificates 

May require a valid California driver’s license. 

 

Working Conditions 

Work is performed in an office environment with minimal exposure to health and safety 

considerations. 

 


