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ACCOUNTNG CLERK Il - PURCHASING ASSISTANT

Job Overview

The job of Accounting Clerk Il — Purchasing Assistant is to routinely provide support to department activities with specific
responsibility for processing, recording, updating and reconciling fiscal information. The focus of this job is to provide
accounting clerical support to the purchasing and accounts payable processes

This job reports to the Purchasing Manager.

Essential Functions
+ Daily processing requisitions, purchase orders, and assisting others in ordering, updating and distributing

information and/or acquiring resources in compliance with established guidelines (specifically middle schools,
high schools, secondary department and various central office/operations departments).

* Reviews and authorizes purchase orders within assigned limits for the purpose of facilitating schools and
departments in acquiring required supplies and/or equipment. Assist and support Purchasing Manager with
procurement for new school startups.

* Reviews documents and data (e.g. incoming requisitions, past purchases, reconciliations, inventories, etc.) for
the purpose of ensuring completeness and accuracy of purchasing process.

* Maintains a wide variety of financial and purchasing information, files and records and assists with public
records requests for the purpose of ensuring the availability of documentation and compliance with
established policies and regulatory guidelines.

* Processes a wide variety of financial information for the purpose of updating and distributing information
and/or complying with established accounting practices.

» Performs general and program specific clerical functions (e.g. answering telephones, purchasing transactions,
copying, faxing, etc.) for the purpose of supporting departmental activities.

» Research discrepancies of financial and purchasing information and/or documentation for the purpose of
ensuring accuracy and adhering to established procedures prior to processing.

» Departmental contact for Budget, Finance and Purchasing.

* Responds to inquiries from a wide variety of sources (e.g. district employees, vendors, auditors, etc.) for the
purpose of facilitating communication and/or providing guidance among several parties; and providing
information and/or referral for addressing inquiry. Provides training on the financial system for updates and
changes to the software system.
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Compiles a wide variety of financial and purchasing information related to work assignments for the purpose
of providing required documentation and/or resolving discrepancies and processing information.

-

* Provides support to other departmental personnel regarding procedures and program requirements.

 Participates in meetings, in-service training, workshops, etc. for the purpose of conveying and/or gathering
information required to perform job functions.

Other Functions
» Performs other related duties as assigned for the purpose of ensuring the efficient and effective functioning

of the work unit.

« Reconciling and managing the monthly district copier statement/invoices. Collect meter reading data
throughout the district to prepare consolidated usage report for invoice authorization.

* Maintain WCS district fleet vehicle inventory historical cost information, registration, titles, tags, emission
testing, and coordinating certain service appointments for approximately 10-15 central office vehicles.

» Ordering office, stationery and kitchen supplies for central office and maintain inventory. Function as Office
Depot supervisor.

* Manage postage machine in central office, coordinate service and order additional postage when necessary.

* Manage purchase orders for repair requisitions for music and science equipment throughout the school
district.

Working Environment

The usual and customary methods of performing the job’s functions required the following physical demands: some
lifting, carrying, pushing, and/or pulling; and some fine finger dexterity. Generally, the job requires 80% sitting, 10%
walking, and 10% standing.

Qualifications

Minimum experience: Job related experience with increasing level of responsibility is desired.
Minimum education: Minimum of Associate’s degree and/or vocational school certificate with study in job
related area preferred.

Required Testing: Required Certificates and/or Licenses: FLSA Status:
Pre-employment Test N/A Non-Exempt
Continuing Education/Training: Clearances: Employee Type:
N/A Criminal Justice Fingerprint/Background Classified
Clearance

Pursuant to the Williamson County Board of Education’s policy of non-discrimination, Williamson County Schools does not discriminate
on the basis of race, color, religion, age, sex, national origin, disability status, genetic information, protected veteran status, or any other
characteristic protected by federal, state or local laws in its policies, or in the admission of, access to, treatment, or employment in its
programs, services, or activities.
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