Support Associate V — Payables
New Hanover County Schools

Job Description
Class: Classified
Dept: Child Nutrition
TITLE: Support Associate V

QUALIFICATIONS: 1. High School degree or equivalent.

2. Extensive, broad experiences in an office environment with
responsibility for a large variety of complex duties.

REPORTS TO: Director of Child Nutrition

JOB GOAL: To assist the Director with the administration of the food service
program for all New Hanover County Schools’ students.

ESSENTIAL FUNCTIONS AND RESPONSIBILITIES:

1. Follows all rules, policies and procedures of New Hanover County Schools,
along with state and federal regulations relevant to the child nutrition
department.

2. Prepares, receives, and/or processes requisitions for purchases of food and
supplies.

3. Reviews incoming correspondence to be informed of the supervisor's needs and

activities, to delegate or bring to supervisor's attention.

4. Maintains inventories in warehouses and storage. Stays in close contact with
cafeterias and vendors to ensure goods and supplies ordered have been received.

5. Verifies invoices against receiving reports and prepares weekly check runs.
6. Represents the supervisor and the board of education through release and
explanation of public and non-controversial information to the school staff,

media, and general public.

7. Devises and installs work methods to implement rules, regulations and
guidelines.



8. Reviews and ensures the accuracy of outgoing correspondence, records, and/or
reports of complex, procedural, or program activities.

9. Recommends policies and/or procedures for intra-departmental activities.

10.  Performs related duties and responsibilities as requested by the Director.

The above statements describe the general nature and level of work being performed by individuals
assigned to this job. This is not intended to be an exhaustive list of all responsibilities and duties
required of personnel so employed.

Terms of Employment: Twelve month work year/At Will/FLSA Non-Exempt

Starting Salary and/or Grade: Grade 64

Evaluation: Performance of this job will be evaluated in accordance with provisions of
the Board and local policy on evaluation of personnel.

Knowledge, Skills and Abilities:

e Demonstrates functional knowledge of computer programs to include Microsoft Office.
Ability to accurately enter data rapidly.
Demonstrates considerable knowledge of accounting practices and procedures.
Posseses the knowledge and ability to interpret and analyze data.
Ability to communicate effectively both orally and in writing.
Physical ability (able to exert up to 20 pounds of force occasionally) and dexterity to
perform the duties and responsibilities of the job.



