
Class Code: 7163 
 

JOB DESCRIPTION 
 
 
 
 
Position Title: ACCOUNT CLERK III 
 
Responsible To: Director of District-wide Operations 
 
Basic Function: Perform a variety of responsible clerical accounting duties; maintain financial, accounting 

and statistical records and prepare reports; review, prepare and process financial, 
accounting and purchasing documents, reports and materials. 

 
Performance Responsibilities: 

 

 
 

1. Maintain a set of financial records related to an area of clerical accounting such as accounts payable, 
budget, or other assigned accounting support area; coordinate assigned area with other accounting 
functions. 

 
2. Verify, balance, adjust and assure the accuracy of assigned accounts; receive, verify and audit invoices 

and receipts for supplies, equipment and services. 
 

3. Respond to questions or complaints from vendors, District administrators, food service personnel or 
employees regarding issues related to payments, balances, charges, inventories and other information; 
answer phones. 

 
4. Prepare and generate a variety of financial and statistical reports, lists and summaries; enter, compile 

and tabulate data for inclusion in departmental reports; prepare, maintain and file lists, records, reports 
and other documents. 

 
5. Interact with vendors and district personnel to research discrepancies, correct errors, resolve problems 

and assist with preparation and maintenance of records and reports. 
 

6. Produce a variety of periodic and annual financial statements, reports, reimbursements and claims; 
maintain journals and ledgers, charging proper accounts. 

 
7. Receive, sort and distribute warrants according to established procedures and guidelines; prepare and 

issue warrants as needed. 
 

 8. Prepare and maintain a variety of files, records, documents and lists relating to accounts payable, food 
service, or other assigned area; prepare special reports as assigned. 

 
 9. Assemble, match, sort, tabulate, check and input a variety of financial and statistical data. 

 
10. Maintain statistical records and process a variety of documents involved in financial transactions. 

 
11. Maintain records of revolving cash funds and petty cash funds use; issue checks as required to 

reimburse accounts; balance and reconcile accounts, verifying proper and authorized use of designated 
funds. 

 
12. Post, balance, and adjust accounts; review for accuracy and completeness. 
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13. Maintain various records, reports, documents and files as directed; distribute reports as assigned. 
 

14. Assist other accounting clerical personnel in the maintenance of more complex accounts. 
 

15. Other duties as assigned. 
 
Knowledge of: 
 
 Clerical accounting principles and techniques involved in financial record-keeping, monitoring and control. 
 Estimating, projecting and extending financial and statistical data. 
 Preparation of financial statements and comprehensive accounting reports. 
 Applicable sections of Kentucky Administrative Regulations and other applicable laws, rules and 

regulations. 
 Oral and written communication skills. 
 Interpersonal skills using tact, patience and courtesy. 
 Modern office practices, procedures and equipment. 
 Telephone techniques and etiquette. 
 Operation of a computer terminal and other office equipment. 
 Basic math. 
 Principles of training and providing work direction. 
 
Ability to: 
 
 Perform complex accounting duties in the maintenance of assigned accounts. 
 Perform responsible record-keeping duties with a high degree of skill and accuracy. 
 Verify, balance and adjust accounts. 
 Process and record accounting transactions accurately. 
 Learn, interpret, apply and explain rules, regulations, policies and procedures related to school district 

utility payments and food service accounting. 
 Operate office machines including computer equipment, personal computer, accounting software and 

peripherals. 
 Add, subtract, multiply and divide quickly and accurately. 
 Understand and follow oral and written directions. 
 Establish and maintain cooperative and effective working relationships with others. 
 Meet schedules and time lines. 
 Work confidentially with discretion. 
 Communicate effectively both orally and in writing. 
 Complete work with many interruptions. 
 Type at an acceptable rate of speed. 
 Maintain records and prepare reports. 
 Train and provide work direction to others. 
 
Minimum Qualifications: 
 
 Any combination equivalent to: high school diploma or GED Certificate or demonstrated progress toward 

obtaining a G.E.D. as required by Kentucky law and two years of increasingly responsible financial record- 
keeping experience including experience with automated record-keeping systems. 
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Terms of Employment: 
 
Salary and work year to be established by the board of education. 
 
Evaluation: 
 
Performance of this job will be evaluated in accordance with provisions of board policy for classified personnel. 

 

 
 
 
 


