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To:   Robert J. O’Donnell 
 
From:  Randy L. Brown 
  Donna Watson 
 
RE:  Accounting Clerk Job Description  
 
Date:  September 4, 2014 
 
 
The administration requests approval of the job description for the accounting clerk position. 
As discussed at the previous board meeting, a review of the accounting office structure has 
been completed. An accountant position was approved at the previous board meeting, as a 
result of the elimination of one accounting assistant grade VIII position. The final 
recommendation is the restructuring of one accounting assistant grade VI going to an 
accounting clerk grade VII. 
 
Currently, there are four clerical positions in the accounting office, two grade V and two grade 
VI positions. The accounting clerk would replace one of the grade VI positions. Once approved, 
the grade VII position would be filled according to the SCESPA contract. 
 
This recommendation would complete the restructuring currently requested.  
 

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: Accounting Clerk    Effective Date: August 5, 2014 
 
Reports to: Assistant Business Administrator (ABA) Department: Accounting 
 
              
Job Summary: The Accounting Clerk performs general accounting and payroll processes under the direction of 
the ABA, ensuring accurate and timely recording of all transactions.  Attend annual training as needed to maintain 
working knowledge of accounting and payroll laws and guidelines.  
              
Qualifications: 
 *Education: Associate degree in accounting or training/experience deemed equivalent. 
 
 *Experience: Two (2) years’ experience in business office environment, preferably in public education  
  Experience in payroll processing preferred 
   

*Skills:  Must possess accounting and general business knowledge 
Must possess advanced Excel and other computer skills 
Ability to operate office equipment 

   Excellent organizational skills 
   Excellent attention to detail 
 
              
Essential Duties and Responsibilities: 
Payroll: 

1. Update and maintain all federal, state, and local tax tables. 
 

2. Maintain employee information such as W-4 information for taxes, locality changes, and wage 
garnishments. 

 
3. Process, verify, print paychecks and disburse them a minimum of two times per month.   

 
4. Enter, verify, print, and disburse all general fund checks needed for payroll vendors. 

 
5. Verify each employee’s wages, all payroll positions, and vacancies in the district for budgeting. 

 
6. Balance all payroll accounts monthly, quarterly, and yearly. 

 
7. Complete federal, state, and local quarterly forms and process payments when necessary. 

 
8. Reconcile, print, and distribute all W-2’s and other annual reports. 

 
9. Complete forms for unemployment, domestic relations, employment verification, and retirement. 

 
10. Report any system errors to M.I.S. immediately, and work closely with M.I.S. staff to resolve errors. 

 
11. Backup for Payroll Clerk related to retirement reporting and related research. 

 
 

Accounting: 
 

12. Assist Accountant with general ledger creation, monitoring and reconciliation. 
 

13. Assist with annual budget process. 
 



14. Maintain cash control spreadsheets for various bank accounts, recording deposits, receipts, checks, 
and withdrawals and assist with preparation of monthly bank reconciliations. 

 
15. Prepare and post journal entries. 

 
16. Initiate transfers of funds using secure banking software for all properly approved transfer requests. 

 
17. Prepare monthly board reports of districts bills and budget transfers. 

 
18. Submit positive pay file to the bank for all disbursements.  Monitor positive pay exceptions and 

ensure timely approval by Accountant of all exceptions to be authorized for payment. 
 

19. Maintain files or generate standard reporting to be used to generate trend graphs on a monthly basis. 
 

20. Track monthly collections of real estate tax and other tax collections. 
 

21. Perform reconciliations of various assets and liability accounts. 
 

22. Print and distribute purchase orders. 
 

23. Backup for payroll clerk for verification of deposits for the general fund account and transportation of 
money to the bank for deposit. 

 
24. Perform a variety of clerical duties such as opening and distributing mail, answering phones, filing, 

scheduling appointments/meetings, etc. 
    
Ancillary Duties: 

26.       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 communicate effectively 



   Ability to follow written and verbal directions 
    
Specific Skills:  Must possess computer skills 
   Must possess general office skills 

Ability to operate office equipment 
 
 
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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