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SAN JUAN UNIFIED SCHOOL DISTRICT 
CLASSIFIED PERSONNEL 

 
CLASS TITLE:  ACCOUNTANT/AUDITOR - CONFIDENTIAL    CLASS CODE:  530 
 
CHARACTERISTICS OF THE CLASS: 
 
Under general direction, performs complex professional accounting cash management and 
auditing responsibilities related to the establishment, maintenance and reporting of the districts 
financial and statistical records and reports; performs analytical, forecasting, planning and/or 
advisory duties in the area of accounting and auditing; serves as resource for student body 
accounting; and performs related work as required. 
 
EXAMPLES OF DUTIES;  (Any one position may not include all of the duties listed nor do all of 
the listed examples include all tasks which may be found in positions of this class.) 
 
 Compiles data and prepares regular or special financial statements, records, and/or 
reports; audits financial documents (including J-2000, revenue limit and J-350 reports) for 
completeness, accuracy, and compliance with management instructions, laws, policies and 
procedures; schedules and conducts internal audits of assigned department and school 
activities, including all student body accounts; analyzes, evaluates and maintains internal 
controls; coordinates audits with federal, state and county requirements and with the firm 
selected to perform the district's annual audit; makes oral and written presentations to 
management discussing deficiencies and recommending corrective action to improve 
operations and efficiency; serves as liaison with management and staff to coordinate accounting 
processes, provide information and resolve matters;  gathers data, makes studies, and analyzes 
a variety of accounting data to assist in the application of financial administration; performs 
financial analysis of related collective bargaining proposals; identifies significant trends and 
makes comparisons to previous accounting periods; analyzes legislation which requires 
modification of the accounting system;  consults with computer services department during 
development of new accounting programs and performs auditing feasibility check on final 
product; supervises, reviews and monitors central cashiering procedures; monitors and 
coordinates mandated cost related programs. 
 
QUALIFICATIONS: 
 
Education and Experience: 

Any combination of training, education, and experience 
equivalent to a bachelor's degree from an accredited college or university with emphasis in 
accounting or financial management and increasingly responsible experience in accounting or 
auditing for a large agency.    
 
Knowledge and Abilities: 
Knowledge of generally accepted accounting principles (GAAP) and generally accepted auditing 

standards (GAAS);  
Knowledge of computer services applications related to accounting processes; 
Skill in research, data collection, statistical and financial analysis and auditing;  
Ability to prepare clear and concise financial and accounting analysis reports; 
Skill in detecting and correcting errors or omissions; 
Skill in planning and organizing work in order to meet established time lines; 
Ability to establish and maintain effective working relationships with administrators and staff; 



Ability to read, understand, interpret, and apply specific district, state, and special project 
accounting and fiscal requirements, procedures, policies and laws. 

 
Physical Characteristics: 
 With or without the use of aids:  Sufficient vision to read fine print and figures; sufficient 
hearing to conduct in person and telephone conversations; sufficient physical mobility to move 
about the facilities; ability to speak in an understandable voice with sufficient volume to be heard 
in normal conversational distance and on the telephone. 
 
Other Characteristics:   
 Possession of, or willingness and ability to obtain a valid California Driver's License 
issued by the California Department of Motor Vehicles within 30 days of hire or before driving 
equipment/vehicle requiring this license; willing to work additional hours periodically; willing to 
travel locally. 
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