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DEFINITION
This is a school site clerical position responsible for record keeping, processing, reporting, written and oral communications to parents and other matters related to student athletic programs and student body fund accounts.  This position is under the direct supervision of the Assistant Principal at the school site and works closely with the Athletic Director, advisors athletic officials and coaches.  Additional duties include the issuance and processing of standard forms used to direct and control student accounts, student extra-curricular programs and those specified hereunder.

DUTIES
Responsible for verification and timely deposit of all athletic and student body monies; Advise activities director, students, staff and club advisors of the appropriate ASB accounting practices for the purpose of ensuring accuracy and accountability in the handling of accounts; Maintain various files and records for the purpose of providing an audit trail for ASB compliance; Provides reports for auditor and assists in audits as requested; Receives, verifies and reconciles invoices with purchase orders and completes accounts payable duties in a timely manner; Prepares monthly financial reports to student body and athletic clubs;  Collects  NSF checks deposited into the ASB fund and writes checks from student body funds in accordance with current policies, laws and district directives under the supervision of the assistant principal; Keeps accurate records on the high school fund raising calendar; Prepares cash boxes for gate, snack bar and other school fundraisers for the purpose of providing sufficient funds and appropriate materials to support such activities as needed; Answers phone and refers calls to appropriate source; Inputs and maintains data for athletic and  student funds on computerized data bases; Supports Athletic Director in creating sports schedules; prepares payment for CIF officials in a timely manner; Manages the use of retail credit cards; Trains advisors and coaches to document and account for money from fundraising; Supports the training of student leaders and athletes in understanding appropriate ASB deposit payment procedures; Handles timely payment to all vendors; Collects ASB minutes from all clubs and organizations showing proper procedures were followed to approve of ASB payments; Maintains lists of rosters for all sports teams; Supports the Administration in meeting CIF regulations and deadlines; provides information to coaches regarding financial deposits and payments;  Helps maintain rules for athletes; Works with other personnel coordinating specific activities;  Provides other clerical and secretarial services as directed; Performs other duties reasonably related to the job class.

MINIMUM QUALIFICATIONS
KNOWLEDGE:
Modern office practices, procedures, and machines; computer skills.

ABILITY:

Types accurately at 30 net words per minute; Operates a typewriter, calculator, computer, and copy machine; Performs repetitive tasks with a high degree of accuracy and speed; Interprets complicated written instructions and uses good judgment in determining methods of application; Effectively deals with students, staff, administrators, and public; Able to learn standard ASB accounting requirements, appropriate laws, codes and proper money handling procedures.  Reads and understands laws, directives, and policies relative to student body accounting and student discipline procedures.

EXPERIENCE:
The skills, knowledge, and abilities listed above would typically be acquired through one year of experience in keeping financial and statistical records.

EDUCATION:
High school diploma or equivalent.

OTHER:

Possess a valid California motor vehicle operator’s license.

NORMAL TERMS OF SERVICE
Four to Six hours per work day, ten months per year.

IMMEDIATE SUPERVISOR(S)
School Site Assistant Principal

REPORTING SUPERVISOR
School Site Assistant Principal

REVIEWING OFFICER
School Principal
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