
TITLE:  ACCOUNTS PAYABLE GENERAL OFFICE ASSISTANT
QUALIFICATIONS
1. High School diploma, college education preferred

2. Previous experience with bookkeeping, accounting, business mathematics, and/or secretarial work as determined by the Board
3. Knowledge of accounts payable process, including preparing purchase orders and invoices 
4. Knowledge of word processing, data bases, spread sheets, and reports

5. High level of competence in typing, filing, and general computer knowledge

6. Knowledge of automated office equipment and efficient office procedures
7. Strong telephone skills and ability to communicate effectively  
8. Work well with students, staff, and the public 
9. Work well under pressure and deadlines
10. Excellent organizational skills
11. Maintain confidentiality of staff and students
PRIMARY RESPONSIBILITY TO
Accounts Payable Clerk/District Secretary
JOB SUMMARY

To assist in the administration of the district's payroll and benefits program.  To effect the smooth and efficient administration of the payroll and benefits program as well as accounts payable and secretarial duties.  To act as a receptionist as needed, greeting staff and community members in a friendly, helpful, and positive manner as they come into the district office.
MAJOR DUTIES AND RESPONSIBILITIES
Payroll
1. Post payroll transactions to various ledgers, journals, and registers 
2. Balance payroll and withholding accounts 
3. Assist in preparing, adjusting, and closing journal entries 
4. Compile and process payroll information including data entry of timesheets, deductions, and related data 
5. Prepare authorized and mandatory deductions 
6. Assist in preparing withholding, social security, and tax returns 
7. Assist with the implementation of specific district benefit programs for benefit-eligible employees 
8. May be responsible for the calculation of over time, incentive pay, and shift differentials 
9. Prepare, verify, and distribute payroll and payroll related checks 
10. Prepare payroll actions and handle payroll errors 
11. Prepare various payroll reports 
12. Review payroll transactions for accuracy and completeness 
13. Assist employees with payroll related questions, inquiries, and concerns 
Benefits

1. Assist the accounts payable clerk with annual open enrollment process and other special projects as needed   
2. Maintain a high level of knowledge regarding federal and state law, administrative rules, and Board policy, including ERISA, COBRA, and HIPAA   
3. Monitor the administration of existing benefits programs to ensure compliance with federal and state law, administrative rules, and Board policy   
4. Create and update the departmental or district manuals on benefits 
5. Administer the retirement program, and handle retirement paperwork 
6. Provide customer support for behavioral health appeals, difficult or sensitive claims resolution, and for claims resolution for executive staff 
Personnel

1. Record and update employee information such as personal data, compensation, and benefits information  
2. Examine employee files to answer questions from authorized individuals  
3. Research and answer employee questions regarding pay policies 
4. Issue human resource notices such as W-4s and direct deposit requests 
5. Review salary changes, new hire information, and status changes 
6. Enter data on hires, terminations, and wage adjustments 
7. Analyze and prioritize workflow, and serve as lead trainer for support staff 
8. Maintain all personnel files   
9. Keep current transcript and credit summaries and federal assessment information regarding highly and uniquely qualified status for certified and non-certified personnel 
10. Advertise, collect, and process applications for all job openings 
11. Compile substitute list and supply up-to-date copies to building secretaries 
12. Compile and update the staff directory 
13. Maintain seniority listings, transfer requests, applications, and interview information as required by federal and state law, administrative rules, and Board policy
14. Prepare and send personnel reports to the State Department of Education 
District Finances
1. Order and receive supplies and equipment for the district office 
2. Enter all purchase orders into the computer and keep track of the paid and unpaid status of each purchase order 
3. Maintain district inventory 
4. Code bills, account numbers, and vendor amounts monthly to prepare a report for Board Meetings 
5. Prepare reports including financial statements, income statements, and cost reports to reflect financial condition of the district 
Receptionist Duties
1. Receive and route incoming calls and correspondence 
2. Arrange meetings, prepare agendas, and handle follow‑up activities as necessary 
3. Assist, log in, and direct visitors to the school 
4. Maintain a well‑organized, up‑to‑date filing system 
5. Operate equipment, such as computers, copiers, intercom systems, calculators, laminators, telephone systems, and scanners 
Other
1. Organize job functions and work assignments to effectively complete assignments within established time frames 
2. Collect information and compile all reports to the state of Idaho regarding pupil transportation 
3. Work with building secretaries in submitting state attendance and enrollment reports 
4. Prepare and deliver the Board packet on a monthly basis 
5. Keep immediate supervisor informed of activities and any issues that may arise 
6. Attend faculty meetings as required 
7. Assume responsibility for his or her continuing professional growth and development by attendance at inservices or trainings
8. Seek assistance should emergencies arise
9. Represent the school district in a positive manner
10. Know and follow school district policy and chain of command
11. Perform other duties as assigned 
EVALUATION
Performance of this position will be evaluated annually by the accounts payable clerk/district secretary in conformance with federal and state law, administrative rules, and Board policy.
TERMS OF EMPLOYMENT
This position shall be considered in all respects “employment at will”.  The “employment period” and other descriptions and terms set forth in this job description shall not create a property right for the employee.  These are set forth only to advise the employee of when and what type of services will be required by the district so long as the employment continues.

NOTE
All certificated and non-certificated employees and other individuals are required to undergo a criminal history check and submit to fingerprinting.  Any applicant convicted of any of the felony crimes enumerated in Section 33-1208, Idaho Code may not be hired, and any applicant convicted of any felony offense listed in Section 33-1208(2), Idaho Code shall not be hired.

Legal Reference:
I.C. § 33-512
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I.C. § 33-1210

Information on Past Job Performance
These model job descriptions are authorized solely for the use of ISBA members who subscribe to ISBA Policy Services. They are not intended for, nor authorized for, any other purpose or use. Such materials shall not be copied, distributed, or otherwise used by any agent, employee, individual, or organization except as necessary for official District/Charter business by authorized ISBA Policy Services subscribers. Any personal, private, proprietary, or non-subscribed use is strictly prohibited.
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