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SANTA CRUZ CITY SCHOOLS 
JOB DESCRIPTION 

LEAD ACCOUNTING TECHNICIAN 

 

DEFINITION: 
Under the direction of the Director of Finance, perform responsible technical work in maintaining, and 
monitoring all general, categorical and special funds including but not limited to restricted and unrestricted 
funds, reconciling special education programs, cafeteria, adult education and various construction 
reserves.   
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:   

 Perform professional level accounting work in accordance with a prescribed accounting system 
and prescribed district policies, state laws, and generally accepted accounting principles. 

 Establish and maintain accounts; audit claims; reconcile reports; maintain complete chart of 
accounts as required; analyze and verify accounting data for posting; review applicable laws and 
prescribed District policies for guidance in performing accounting operations. 

 Oversee the operation of the District's financial computer programs as required; post, adjust and 
balance accounts. 

 Prepare, analyze, and review estimates of reimbursements, expenditures, fund condition, and 
budgetary accounts; analyze and verify financial reports and statements; account for and record 
expenditures, revenues, or other budgetary accounts and financial transactions. 

 Schedule, prepare, review and evaluate various financial statements; analyze, evaluate and 
develop recommended procedures to meet needs of preparation, control and coordination of 
District budgets. 

 Perform internal audit, checks and reviews departmental accounts including student body funds; 
provide technical direction over accounting personnel; participate in the analysis and review of 
current and proposed data processing systems and procedures. 

 Gather, classify and summarize date in preparation for compiling financial reports; provide 
accounting assistance and advice to site managers, project directors and department 
supervisors; prepare District, state and federal financial and statistical reports as required. 

 Participate in available training to meet new technology standards.   
 Review and evaluate financial statements, records and reports to ensure accuracy, completeness 

and compliance with established guidelines. 
 Communicate with administrators, personnel and outside agencies to exchange information, 

coordinate activities and resolve issues or concerns; prepare and send letters as needed. 
 Operate a variety of office equipment including a computer and assigned software. 

 
OTHER DUTIES: 

 Perform related duties as assigned. 

REQUIRED QUALIFICATIONS:  
 
Education and Experience: 

 Any combination equivalent to: graduation from high school supplemented by four years of 
experience in accounts payable and receivable. 
 

Knowledge of:  
 Bookkeeping and financial record-keeping terminology, methods and practices. 
 Preparation of comprehensive account reports. 
 Accounting and auditing principles, practices and procedures. 
 Modern office practices, procedures and equipment. 
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 District organization, operation and policies. 
 Correct English usage, grammar, spelling, punctuation and vocabulary. 
 Oral and written communication skills. 
 Applicable sections of the State Education Code and other applicable laws. 
 Interpersonal skills using tact, patience and courtesy. 
 Policies and objectives of assigned programs and activities.  
 General accounting and business functions of an educational organization. 
 Operation of a variety of office equipment, a computer and assigned software.  
 Technical aspects of field of specialty. 
 Arithmetic computations. 

 
Ability to: 

 Perform specialized accounting and financial record-keeping duties to ensure accurate 
accounting of District funds at an assigned school site. 

 Balance accounts and reconcile bank statements. 
 Learn, interpret, apply and explain rules, regulations, policies and procedures related to the 

District and applicable sections of the California Education Code. 
 Meet schedules and time lines. 
 Prepare and maintain financial records and prepare reports. 
 Operate a variety of office equipment, a computer and assigned software.  
 Make arithmetic calculations quickly and accurately. 
 Understand and follow oral and written directions. 
 Establish and maintain cooperative and effective working relationships with others. 
 Plan and organize work. 
 Work independently with little direction. 
 Type and input data at an acceptable rate of speed. 

 

WORKING CONDITIONS: 

Work Environment:  
 Indoor/Office environment. 

 
Physical Demands: The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

 Dexterity of hands and fingers to operate standard office equipment. 
 Seeing to read, post and assure the accuracy of accounting records. 
 Hearing and speaking to exchange information. 
 Bending at the waist, kneeling or crouching to retrieve and file materials. 
 Sitting and standing for extended periods of time. 
 Lifting, carrying, pushing or pulling moderately heavy objects. 
 Reaching overhead and above shoulders to retrieve items. 
 Repetitive hand and body motions.    

The information contained in this job description is for compliance with the Americans with Disabilities Act 
(A.D.A.) and is not an exhaustive list of the duties performed.   

Approved by Personnel Commission: 9/17/1998 

Approved by Governing Board:  8/12/1998 
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Salary Range:  38 

Revised:  6/25/1984 


