
CLASS TITLE: Accounting Clerk  
Range 15  
 
GENERAL DESCRIPTION 

Under direction of the Chief Business Official, performs general accounting functions and purchasing-
related clerical duties which are complex in nature and involve a high degree of independent 
judgement.  Interprets and applies general accounting and purchasing administrative policies. Performs 
accounting work involving data based purchasing, accounts payable and reviewing financial and 
statistical records.  Work independently and make necessary decisions related to the District's various 
financial functions that include: General Accounting and Risk Management. 
 
REPRESENTATIVE DUTIES 
Maintain computer databases and master files on requisitions, purchase orders, vendors, and other 
purchasing documents.  Distribute purchase orders and documents to vendors, sites, and departments, 
and respond to inquiries regarding status of purchase orders and requisitions.  Process purchase orders 
in a timely manner and develop effective working relationships with staff and vendors.  Obtain 
information on prices, availability and delivery of purchases, reconcile packing slips and invoices for 
accounts payable and follow up on back orders to obtain timely delivery.  Edit, review, and process 
purchase requisitions for compliance with governmental, county, district, and local policies, and 
procedures, obtain appropriate approval signatures prior to printing of purchase orders.  Code purchase 
orders and invoices for account classification.  Prepare supporting documents necessary for processing 
invoices, employee reimbursements, and credit card statements for payment, including encumbrance of 
purchase orders.  Assist in bid process to include preparation of bids and quotes, comply with legal 
requirements for advertised bids, analyze bid documents for compliance, and monitor bid 
timelines.  Perform year-end closing duties such as district inventory, closing of all purchase orders, 
clearing of year-end files, transporting to storage, and assist with year-end accruals. Provide support for 
District wide lease agreements and contracts. Maintain district inventory, including capital assets and 
equipment.  
 
OTHER DUTIES and RESPONSIBILITIES 
Monitor accounts receivable, prepare cash/checks for deposit/reconcile district bank accounts.    
Assist accounts payable and payroll, collect various fees. Process travel and conference request.  
Prepare and analyze various financial records to maintain the integrity of the district's general 
accounting such as monitoring site budgets.   
Assist with the operation of the warehouse involving receiving, inventory, storage and issuance of 
supplies.   
Answer questions regarding rules and regulations governing district financial practices.  
Assist other district office clerical staff as needed.  
 

KNOWLEDGE and ABILITIES  
Purchasing practices and procedures 
Maintain inventory control systems 
Read, understand, interpret, and follow laws, rules, regulations, processes, policies, and methods of the 
office, the District, and the State of California. 
Maintain accurate records and reports.  
Prepare necessary district, state and or federal reports 
Meet critical deadlines  



 
EXPERIENCE/Education 
High school diploma or equivalent is required. College level accounting course work is desirable.  
Two years job related experience within the field of purchasing. 
Record keeping experience preferred.    
 

WORKING CONDITIONS/Environment  
The noise level in the work environment is low to moderate.  
Interruptions and walk-in traffic frequent.  
 
The information contained in this job description is for compliance with the American with Disabilities Act 
(A.D.A.) and is not an exhaustive list of the duties performed for this position 


