School District #47 (Powell River)
Class Specification
ACCOUNTI NG CLERK 2 (11:02)

DESCRI PTI ON

Under t he direction of t he Director of Fi nance t he Accounti ng
Cerk Il prepar es and mai nt ai ns a variety of fi nanci al records.
Thi s wor k i nvol ves conpl ex accounti ng duties. Thi s position
requires t he ability to i nteract positively with per sonnel from

the School District and/or outside agencies.

Wor k

in this classification is subj ect to occasi onal revi ew by

a supervi sor.

DUTI ES AND RESPONSI Bl LI TI ES

Per f or ns any or al | functions within t he accounti ng
depart nent

Pr epar es records required to facilitate t he
preparation/distribution of financial reports
Mai nt ai ns a current know edge of Act s, agreenent s and

other itens which may have accounting inplications
Prepares conpl ex accounting entries

Pr epar es or assi sts supervi sor in t he preparation of
vari ous returns, anal yses, financi al statenents, and
annual reports

Produces, mai nt ai ns and files correspondence and ot her
related information as required

Answer s t el ephone, rel ays nmessages, handl es inquiries, as
required

Acts as liaison with other departnents

Per f or ns ot her assi gned conpar abl e duties whi ch are
within t he scope of know edge, skills, and abilities of

this position

EQUI PMENT USED

Ofice machi nes, i.e., conput er, copy machi nes, Fax,
typewiter, electronic mail, calculator, etc.

QUALI FI CATI ONS AND EXPERI ENCE

H gh School graduation

Conpl eti on of a Level Il of ei t her t he CGA or CVA
pr ogr anme or conpl etion of t wo years' col | ege/ university
busi ness program

Under st andi ng and application of conput ers to managenent

i nformati on systens with an enphasis in accounting
Good conmuni cati on/ organi zati onal skills

Ability to  interact positively with others
* maintain sustained attention to detai
. nmake arithneti cal cal cul ation with speed and
accur acy

. pr epare conpl ex accounti ng statenents and



reports

e Three years current accounti ng experience whi ch
know edge in fund accounti ng,
accepted accounti ng princi pl es, and i nterna
systens

DI RECTI ON OF OTHERS
. May gi ve i nstructions and directions to ot her
as required

DESI RABLE TRAI NI NG AND EXPERI ENCE

. Level 111 CGA or CMA progranmre

. Know edge of School District accounting guidelines
Revi sion Date: Septenber 19, 1996.
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