ACCOUNTING TECHNICIAN BUSDFinal

B BERKELEY UNIFIED SCHOOL DISTRICT CLASSIFICATION AND
POSITION DESCRIPTION
Human Resources Department

TITLE: Accounting Technician | REPORTS TO: Assigned Supervisor
DEPARTMENT/SCHOOL: Fiscal Services CLASSIFICATION: Non-Administrative
Classified Technical
FAIR LABOR STANDARDS Non-Exempt WORK YEAR: HOURS: 12 months/Calendar 2000
ACT CLASSIFICATION: 7.5 hours per day or
duty days/hours as assigned
APPROVED: SALARY GRADE: Schedule: 56
Board June 29, 2016 Range: 45
Commission July 15, 2016
BASIC FUNCTION:

Under assigned supervisor, perform a variety of technical accounting duties in the review, evaluation and
adjustment of assigned accounts; maintain, audit and reconcile assigned accounts; prepare, maintain and
assure accuracy of various financial records and reports.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:
Perform a variety of technical accounting duties in the review, evaluation and adjustment of assigned
accounts; provide technical accounting support for various accounts and functions such as accounts
payable, accounts receivable, payroll and purchasing; audit accounts for errors and make appropriate
adjustments

Maintain, audit and reconcile assigned accounts; assemble, match, sort, tabulate, check and post a
variety of financial and statistical data including income and expenditures; review, adjust and assure
accuracy of journal entries; balance and adjust accounts
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