
  
 

Job Title: Accounts Receivable Clerk 

(Finance) 
Wage/Hour Status:  $15.50-17.00 ($29,000 - 

$31,000) 

   Non-Exempt 

Reports To: Business Manager Job Length: 12 months 

Dept. /School: Finance Dept/District Office Date Revised: Oct 2021 

 
Primary Purpose: Process accounts receivable and maintain accounting records according to standard accounting 
procedures. 
 
Qualifications: 

Education/Certification: 
High school diploma or Equivalent 
Special Knowledge/Skills: 
Knowledge of Skyward Accounting Software (preferred) 
Knowledge of basic accounting procedures 
Ability to use personal computer and software to develop spreadsheets, and for word processing 
Proficiency in use of 10 key and office machines 
Effective organization and multitasking skills required 
Ability to communicate effectively and provide the highest level of customer service by email and telephone 
Understand complex, multi-step written and oral instructions.   
Problem solving skills are required to identify issues and create action plans.  Problem solving with data 
requires interpretation of guidelines. 

Experience: 
One year accounting experience at clerical level (school setting preferred) 

Major Responsibilities and Duties 
* Receive cash from campuses and verify required documents and funds 
* Work with campus office coordinators to resolve discrepancies  
* Efficiently maintain electronic and paper filing system for necessary supporting documents 
* Prepare deposits for bank and make bank deposits 
* Enter cash receipts into Skyward  
* Reconcile student activity accounts on monthly bases 
* Receive sports fees and verify required documents and funds 
* Work with athletic directors to resolve discrepancies 
* Reconcile sports fees on monthly basis and report to athletic directors 
* Track field trip requests, approvals, fund collections and request payments for field trips on a timely basis  
* Verify and reconcile food service fund cash receipts and prepare funds for deposit 
* Interface with external auditor’s requests on questions related to cash receipts and to assist in developing 
schedules needed for annual audit. 
* Reconcile all student activity accounts on monthly basis 
* Establish and maintain effective communication with school employees and vendors. 
* Cooperate with other staff members and communicate effectively to contribute to the overall effectiveness 
of the Finance Office operations 
* Prepare special reports and reconciliations as requested  
* Perform other duties as assigned. 

Supervisory Responsibilities: 
None 

Equipment Used: 
Computers, printers, calculator, phones 

Working Conditions (Mental Demands/Physical Demands/Environmental Factors) 
Maintain emotional control under stress; Work with frequent interruptions. Continuous sitting. Prolonged use of 
computer 
 
NOTE: The foregoing statements describe the general purpose and responsibilities assigned to this job 
and are not an exhaustive list of all responsibilities, duties, or skills that may be require 


