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SAN BERNARDINO COMMUNITY COLLEGE DISTRICT

SUPERVISING SENIOR ACCOUNTANT

DEFINITION:  

Under General administrative direction, performs complex and highly technical financial record keeping and accounting duties.  Must be able to plan, organize and handle statistical record keeping, which may include payroll, accounts payable, financial aides or other accounting office functions.  Prepares reports and performs analysis of fiscal records.  Supervises, trains, assigns duties and evaluates other accounting personnel.

EXAMPLES OF DUTIES:

Duties may include, but are not limited to the following:

1. Supervises trains and evaluates the performance of assigned staff; monitors and assigns work flow to meet established time lines. 

2. Implements District policies and procedures relating to college fiscal and business services such as check disbursements, cash deposits, loan repayment funds and the processing and maintenance of fiscal records.

3. Prepares reports for governmental jurisdiction, including retirement, use tax reports, health insurance, PERS and STRS, and Department of Education.  Reviews and implements changes in state and federal laws.

4. Interprets board policies and implements unit contracts.  Prepares, evaluates, reviews, and maintains budget information for established budgetary controls; examines, analyzes verifies and prepares a variety of complex manual and computerized accounting statistics.  Prepares bank reconciliation, maintains general ledgers.

5. Performs internal audits, checks and reviews a variety of records, accounts, and reports for accuracy.  Assists with calculations; inspects for proper encumbrances, and allocation of categorical funds.

6. Coordinates communications with various districts and county offices.  Handles problems, resolves issues, and provides information concerning related accounting issues.

7. Performs other related duties as assigned.

MINIMUM QUALIFICATIONS:  

Education and Experience

· Associates Degree with a major in accounting or business administration.  Additional qualifying experience may be substituted for one year of required education.

· Minimum of five (5) years full-time increasingly responsible accounting and/or bookkeeping experience, including three (3) years of experience in a supervisory capacity.  Preference will be given to those with school or community college experience.

KNOWLEDGES AND ABILITIES:

Knowledge 

Knowledge of principles and practices of accounting; application of electronic data processing to accounting practices and reporting requirements; and modern office methods and practices.

Ability

Ability to train, supervise and evaluate assigned personnel.  Maintain and audit fiscal records and accounts within the District accounting office.  Performs difficult and complex accounting work in the preparation, maintenance and review of all financial records, accounts and reports.  Plans, organizes and participates in financial and statistical record-keeping activities.  Assures compliance with applicable policies, procedures and governmental regulations.
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