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SANTA CRUZ CITY SCHOOLS 
JOB DESCRIPTION 

SENIOR ACCOUNTANT 

 

DEFINITION: 
Under the direction of the Director of Finance, perform professional accounting and budgetary work 
involved in establishing, analyzing, auditing, reconciling and maintaining financial records; provide 
administrative support in the review, analysis and development of designated budgets and accounts; 
prepare and audit a variety of financial, statistical and budgetary reports, statements and records; report 
and audit general ledger information to State/Federal/Local agencies; oversee and maintain integrated 
fund accounting system; serve as lead advisor on compliance issues, State/Federal/Local regulations for 
all fund activity; ensure that General Accepted Accounting Principles (GAAP) guidelines are followed by 
staff accountants;  prepare, analyze and forecast budgets. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:   

 Review budgets and expenses to determine that budgets are being implemented within 
established limits; process first and second interim budget adjustments, categoricals, and other 
funding accounts; maintain and oversee entering transaction detail into fund accounting system. 

 Supervise, plan and review the work of employees engaged in maintaining budget accounts, 
account strings according to Standardized Account Code Structure (SACS) rules and regulations 
(SACS), ledger entries and financial activities; provide training and assistance to site staff in 
budget management, ASB accounting and, attendance accounting; perform internal audit 
functions; maintain compliance with State and Federal accounting standards. 

 Report financial status of various state and federal programs, by program specific timelines;  
 Analyze accounting control procedures; recommend changes or modifications consistent with 

existing State and Federal reporting standards, policies, and procedures; provide technical advice 
to Account Technicians and administrators. 

 Process attendance reports at specific timeline intervals within school year–P1, P2 and annually. 
 Enter position control actions, EWAs, stipends, enrichment into computerized accounting system. 
 Prepare accounting reports documenting adjustments to account balances; detail transactions for 

audit purposes; reconcile District cash to County records 
 Communicate with principals, site program coordinators, principal’s administrative staff, and site 

account specialists; assist external auditors with the review of financial records and transactions; 
provide staff assistance to the Director of Finance; manage cash balances and reconciliations for 
assigned accounts; communicate monthly cash flow amounts, with actual and projected revenues 
and expenditures.  

 Prepare and present staff reports and other necessary correspondence; prepare various reports 
on operations and activities; attend and participate in professional group meetings. 

 Close out books at year end; ensure processing of CAT forms; clear SACS errors; balance and 
clear all general ledger accounts assets and liabilities. 

 Remain current on new trends and innovations in the field of accounting and financial 
management; respond to and resolve inquiries and complaints; monitor school and department 
budgets to determine if funds are available and expenditures are properly classified. 

 

OTHER DUTIES: 

 Perform related duties as assigned. 
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REQUIRED QUALIFICATIONS:  
 
Education and Experience: 

 Any combination equivalent to: Associate’s degree in business, accounting, or related field and 
four years of experience in accounting performing varied financial analysis, record-keeping and 
report preparation duties. Bachelor’s degree preferred.  

Knowledge of:  
 Methods, procedures and terminology used in professional accounting and auditing work. 
 Preparation, review and control of assigned accounts. 
 Financial analysis and projection techniques. 
 General accounting, budget and business functions of a County Office. 
 Budget preparation and control. 
 Generally accepted accounting and auditing principles, practices and procedures. 
 Oral and written communication skills.  
 Policies and objectives of assigned program and activities.  
 Record retrieval and storage systems. 
 County Office organization, operations, policies and objectives. 
 Applicable laws, codes, regulations, policies and procedures. 
 Financial and statistical record-keeping techniques. 
 Preparation of financial statements and comprehensive accounting reports. 
 Interpersonal skills using tact, patience and courtesy.  
 Operation of standard office equipment including a computer and assigned software. 
 Technical aspects of field of specialty. 
 Arithmetic computations. 

 
Ability to: 

 Perform professional and highly complex accounting and budgetary work involved in establishing, 
analyzing, auditing, reconciling and maintaining financial records in support of assigned programs 
and functions. 

 Prepare and audit a variety of financial, statistical and budgetary reports, statements and records. 
 Participate in the development, implementation and analysis of designated accounting and 

budgetary systems and procedures as assigned. 
 Provide consultation, training and technical assistance to County Office personnel concerning 

accounting functions, systems and related functions. 
 Calculate, post, audit and adjust journal entries including income and expenditures. 
 Reconcile various fiscal statements to assure accurate fund accounting as assigned. 
 Assure proper and timely resolution of accounting issues, discrepancies and conflicts. 
 Compare numbers and detect errors efficiently. 
 Reconcile, balance and audit assigned accounts and budgets. 
 Communicate effectively both orally and in writing.  
 Interpret, apply and explain rules, regulations, policies and procedures.  
 Establish and maintain cooperative and effective working relationships with others.  
 Analyze situations accurately and adopt an effective course of action. 
 Meet schedules and time lines. 
 Plan and organize work. 
 Maintain accurate financial and statistical records. 
 Analyze financial data and prepare reports, forecasts and recommendations. 
 Make arithmetic computations with speed and accuracy. 
 Operate standard office equipment including a computer and assigned software. 
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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. 

 Hearing and speaking to exchange information. 
 Seeing to read a variety of materials. 
 Dexterity of hands and fingers to operate a computer keyboard. 
 Sitting or standing for extended period of time.  
 Reaching overhead and above shoulders.  
 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:   

Approved by Governing Board:   

Salary Range:  39 

Revised:  


