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To:   Robert J. O’Donnell 
 
From:  Randy L. Brown 
  Donna Watson 
 
RE:  Accountant Job Description 
 
Date:  August 20, 2014 
 
 
The administration requests approval of the job description for the accountant position. As 
discussed at the last board meeting, this position results in a restructuring following a vacancy 
in the accounting office. This position will be funded from the accounting assistant position 
which will be eliminated. The goal of this restructuring is to provide additional accounting 
technical knowledge and experience to the business office function, allowing the business 
administrators to manage the strategic business function of the organization in a more efficient 
manner. 

Randy L. Brown, Business Administrator 
131 West Nittany Avenue 
State College, PA 16801 
814-231-1021 
rlb21@scasd.org 



 

 

 State College Area School District 
131 West Nittany Avenue 
State College, PA 16801 

 
   JOB DESCRIPTION 

 
 
Job Title: Accountant     Effective Date: August 5, 2014 
 
Reports to: Assistant Business Administrator (ABA) Department: Accounting 
 
              
Job Summary: The Accountant is responsible to assist the ABA in maintaining accurate and timely financial 
reporting of all transactions in compliance with relevant accounting, state and federal laws and guidelines, and 
internal district policies, and to assist in other required reporting, budget preparation and analysis. The Accountant 
will also assist in the maintenance and efficient use of financial systems and in developing and ensuring 
compliance with policies and procedures established to safeguard district assets.   
              
Qualifications: 
 *Education: Bachelor’s Degree in Accounting or related field 
 

*Experience: Minimum three (3) year experience in accounting   
Experience within a school district preferred 

 
 *Skills:  Advanced Excel, PowerPoint, database and other software skills 
   Ability to interpret and apply accounting guidance, IRS regulations and other state   

and federal guidelines 
Excellent project management skills 

   Excellent organizational skills  
   Excellent leadership skills   
              
Essential Duties and Responsibilities: 

1. Ensure accurate recording of all financial transactions in accordance with GAAP, State and Federal 
guidelines. 

2. Prepare monthly reconciliations of general ledger accounts. 
3. Prepare monthly financial reporting for review and approval by ABA. 
4. Maintains ongoing financial and statistical trend reporting and graphics. 
5. Prepare cash flow projections. 
6. Maintain thorough working knowledge of all financial systems.  Plan and ensure timely fiscal and calendar 

year system updates. 
7. Prepare and submit required reports for various grants, including but not limited to cash reconciliations 

and quarterly/annual reports. 
8. Assist with development of annual budget. 
9. Prepare workpapers for annual audits. 
10. Coordinate year-end W-2 and 1099 reporting.   
11. Maintain accurate tracking of all information required to be reported under debt covenants.   
12. Assist in developing and auditing against accounting procedures established to ensure proper internal 

controls.   
13. Review actual vs. budget reporting and provide a monthly report to ABA of budget areas at risk of 

exceeding budget for the year. 
14. Propose changes in processes to enhance controls and efficiencies. 
15. Assist with implementation of new systems and process change. 
16. Provide support to district managers and administrators. 
17. Prepare other reporting and analysis as needed. 

 
 
Ancillary Duties: 

1. Other duties as assigned. 



 

 

              
 
 
Physical Demands: 
Sedentary Work – Exerting up to 10 pounds of force occasionally, and/or a negligible amount of force frequently 
or constantly to lift, carry, push, pull or otherwise move objects. Sedentary work involves sitting most of the time.  
Jobs are sedentary if walking and standing are required occasionally, and all other sedentary criteria are met. 
 
Check the essential physical requirements of the job:   
x  Visual acuity (color, depth perception and field of vision)  
x  Seeing x  Hearing x  Talking 
x  Climbing x  Balancing x  Stooping 
x  Kneeling x  Crouching x  Reaching 
x  Standing x  Walking x  Pushing 
x  Pulling x  Fingering x  Grasping 
x  Tactile sense x  Repetitive motions 
 
Lifting:   50 lbs.  75 lbs.  100 lbs. 
Floor to Waist:  x      
Waist to Shoulder x      
Overhead  x      
Carry 20 feet  x      
 
              
 
Work Environment: Typical office environment 
   Subject to inside environmental conditions 
              
 
Temperament:  Must possess excellent interpersonal skills 
   Must be cooperative, congenial, and service-oriented 
   Must be able to work in an environment with frequent interruptions 
              
 
Cognitive Ability: Ability to organize tasks 
   Ability to handle multiple tasks 
   Ability to exercise good judgment 
   Ability to read, interpret and apply accounting guidelines and state and federal laws 
   Ability to communicate effectively 
   Must possess strong analytical abilities 
              
 
Specific Skills:  See above 
 
 
 
 
I have read and understand the job description for this position.  I am able to perform the functions of the 
position (without accommodation or with reasonable accommodation). 
 
 
              
  (Signature)        (Date) 
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