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 Post all invoices with check number and date and file by vendor, monthly. Keep invoice records
 for five years.
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NESHOBA COUNTY SCHOOL DISTRICT

JOB DESCRIPTION
POSITION TITLE: Purchasing/Accounts Payable/Fixed Asscts Clerk
TITLE OF SUPERVISOR: Supcrintendent

GENERAL RESPONSIBLITIES:

The prompt and accurate implementation of all purchasing, accounts payable & fixed assets
policics, procedurces and laws for the school district.

SALARY: Salary 1s rellective of the Neshoba County School District salary schedule.
QUALIFICATIONS:

High School Diploma Minimum

Associates Degree or higher in Accounting or comparable arca prelerred

Experience and knowledge of Governmental Accounting preferred

Knowledge ol State Purchasing Policies and Procedures preferred

DESCRIPTION OF DUTIES:

Become familiar with the purchasing policies and procedures ol the district, as prescribed by the
State Auditor’s Oflice and the Mississippt Department of Education.

Become familiar with State Purchasing Laws and Regulations
Become lamiliar with the requirements for the recording ol Fixed Assets

Enter all new vendors and modily existing vendor inlormation in accounting system, as well as all
W-9 information.

Responsible for ensuring that all purchasing policices, procedures and laws are followed for all
purchases district wide
Process requisitions mto purchase orders and keep up with support documentation lor all District

purchascs that are approved by the Purchasing Agent/Supcerintendent.

Ensure that proper account coding and documentation such as receiving, cte. 1s provided before
payment of bills.

Enter all requisitions and process purchase orders for Maintenance Department & Maintenance
Director.

Void purchase orders and checks in accounting system when necessary and submit report to Chiel
Financial Ollicer. Modily account number on purchase orders in accounting system, as needed.
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Enter all invoices to be paid cach month into accounting soltware, matching to purchasc orders
when applicable.

Ensure that the proper account coding is correct, cach is invoice is signed by the person receiving
merchandise, mvoice date corresponds with the purchase order date and ensure that the remut (o
address 1s correct in accounting softwarc.

Balance Card Services, Amazon Capital Services, Wal-Mart Capital One and Lowe’s Credit Card

Statements cach month.
Process Direct Deposit Travel and submit file to bank pendimg board approval, cach month.
&

Process AP Travel checks with supporting documentation, cach month and release alter Board
Approval.

Process AP checks to pay invoices cach month and mail checks to vendors alter Board Approval
Process claims docket cach month and submit {for Board Approval.

Provide check register and interfund transaction copics for Chiel Financial Ollicer to process
board reports cach month.

Process offline checks once per week between board meetings as approved by the Purchasing
Agent/Superintendent and ensure proper receipts are received for backup documentation.

Process and mail all insurance deduction checks cach month and submit salary deduction checks
to 16" Scction/Receptionist for deposit preparation.

Contact vendors and/or bookkeepers as needed regarding invoice discrepancics
Communicate with bookkeepers regularly regarding purchasing, assets, clc.

Assign all fixed asset tags and ensure that acquisitions arc correct belore entering assets mnto
accounting soltware.

Responsible for entering all lixed assets acquisitions, location changes, deletions and donations mto
accounting soltware lor district and submitting {ixed assets reports cach month lor board approval.

Print fixed asscts inventory sheets for fall and spring audits, send to cach campus lor verilication ol
cquipment.

Send Statement of Responsibility form with fall inventory sheets to cach campus. This lorm should
be signed by the responsible employee and attached to their inventory sheet. It states that the
cmployee 1s responsible for all assets i their possession lor the liscal school year,

Reconcile fixed assets to the general ledger monthly and end of cach fiscal school year. (Run all
reports pertaining to lixed assets to close out year).

Maintain postage meter and add postage as needed.

Order all supplies for Central Office.
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Take all deposits to bank, daily
Answer phone/assist with [ront lobby, as nceded.

Work with District Chiel Financial Officer regarding any [inancial issucs that may arise concerning
budget, account codes, legal requirements of the District, cte.

Other dutics as assigned.
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