BEAUFORT COUNTY SCHOOLS JOB DESCRIPTION

JOB TITLE:
ASSISTANT FINANCE OFFICER

GENERAL STATEMENT OF JOB

Under general supervision, performs supervisory and responsible professional accounting work in
overseeing School system's general accounting programs. Work involves supporting activities of
finance staff in the performance of designated functions, and participating in auditing and
maintaining general accounts and the general ledger. Employee is responsible for compiling data
for various reports required by oversight agencies, and assisting outside auditors. This position is
responsible for financial operations in the absence of the Chief Financial Officer. Reports to the
Chief Financial Officer.

SPECIFIC DUTIES AND RESPONSIBILITIES
ESSENTIAL JOB FUNCTIONS

Supports finance staff of in maintenance of general accounts and the general ledger; reconciliation
and submission of payroll withholdings, sales tax reporting, payroll reporting, assistance in 1099
reporting, bank reconciliation, accounts receivables; coordinates application of established
policies and procedures to ensure compliance with applicable fiscal laws and regulations, and to
foster efficient and accurate delivery of services; reviews subordinates' work, and assists and
advises staff as necessary, resolving problems as non-routine situations arise.

Maintains general accounts and the general ledger system, reviewing records to ensure adherence
to accepted standard accounting practices and principles and established School system policies
and procedures; prepares trial balances and corrects errors and/or resolves discrepancies, as
necessary.

Compiles various financial data and records for use in preparation of reports and records as
required for submission to local, state and/or federal oversight agencies.

Assists outside auditors in audits of School system programs and accounts, preparing reports and
retrieving records as requested.



Assists in development of staff training and development goals and objectives, and assists in
implementation of programs for obtaining necessary formal and informal training.

Attends seminars, conferences, workshops, classes, lectures, etc., as appropriate, to enhance and
maintain knowledge of trends and developments in the field of accounting and auditing; reviews
professional journals, attends association and professional meetings, and otherwise maintains
contacts with professionals to facilitate exchange of information.

Performs periodic analysis of allotments of state and federal funds. Makes any refunds and
adjustments necessary to insure proper expenditure of allotments.

ADDITIONAL JOB FUNCTIONS

Performs other related work as required.

MINIMUM TRAINING AND EXPERIENCE

Bachelor's degree in accounting, finance or a closely related field, and several years of responsible
accounting and/or auditing experience, preferably in a public schools system; or any equivalent
combination of training and experience which provides the required knowledge, skills and
abilities.

KNOWLEDGE., SKILLS AND ABILITIES

Thorough knowledge of the principles and practices of accounting and auditing.

Thorough knowledge of applied fiscal laws and regulations and school system policies and
procedures concerning fiscal operations.

Considerable knowledge of reports required by outside agencies and auditors.

Considerable knowledge of the procedures required to maintain the general ledger and prepare
trial balances.

Considerable knowledge of the principles of supervision, organization and administration.

General knowledge of the ethical guidelines applicable to the position as outlined by professional
organizations and/or federal, state and local laws, rules and regulations.

General knowledge of the current literature, trends, and developments in the field of accounting
and auditing.

Ability to maintain standard accounting and control measures for the School System.



Ability to maintain complete and accurate records and to develop meaningful reports from those
records.

Ability to operate standard office machines and popular computer driven word processing,
spreadsheet and file maintenance programs.

Ability to effectively express ideas orally and in writing.

Ability to exercise considerable independent judgment and initiative in planning and directing an
extensive fiscal control system.

Ability to establish and maintain effective working relationships as necessitated by work
assignments.

DISCLAIMER

The preceding job description has been designed to indicate the general nature and level of work
performed by employees within this classification. It is not designed to contain or be interpreted
as a comprehensive inventory of all duties, responsibilities, and qualifications required of
employees to this job.



