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POSITION TITLE: Manager - Accounting 
 
DEFINITION: 

Under general direction, plans, organizes and coordinates varied and complex professional 
accounting work related to the establishment, preparation, maintenance, analyzing and 
reporting of various financial and statistical reports and claims; monitors and performs 
accounting functions associated with a variety of facilities projects, student attendance and 
various federal and state programs; supervises district's central attendance office and 
facilities accounting staff; and performs related work as required. 

 
DIRECTLY RESPONSIBLE TO: 

Senior Director, Finance and Business Operations 
 
SUPERVISION OVER: 

Accounting supervisor, accounting supervisor - food services, clerical and technical 
accounting personnel as assigned. 

 
DUTIES AND RESPONSIBILITIES: (Responsibilities will include, but not be limited to): 

 1. Analyzes and verifies financial reports and statements, accounts and records 
expenditures. 

 2. Plans, directs and supervises the work of accounting and clerical personnel to ensure 
accurate, timely and efficient accounting procedures are followed. 

 3. Supervises and participates in the maintenance of financial records on funds received 
for facilities projects, other state and federal projects and prepares required reports. 

 4. Assists in developing uniform accounting procedures. 

 5. Plans, organizes and supervises the activities of general ledger and contract accounting 
functions including budget preparation, application support and cost accounting. 

 6. Performs cost and income analyses. 

 7. Prepares summary financial and statistical reports requiring examination for supporting 
documents for accuracy, completeness and substantiation. 

 8. Reviews and interprets laws, regulations and legal opinions affecting district accounting. 

 9. Analyzes departmental accounting systems to determine efficiency and implements 
systems improvement as necessary. 

 10. Analyzes and projects student ADA. 

 11. Closes out construction projects as required. 

 12. Coordinates the issuing and repayment of district debt financing, including TRANS 
COPS, general obligation bonds; prepares quarterly investment reports as required. 

http://www.sanjuan.edu/files/filesystem/Management_Salary_Schedule.pdf
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 13. Prepares information for district and state auditors. 

 14. Serves as a resource to the Measure S Oversight Committee. 

 
 
QUALIFICATIONS: 
 
Training, Education and Experience: Education or formal training equivalent to a bachelor's 
degree from an accredited college or university, with emphasis in accounting or financial 
management and five years of progressively responsible experience in performing accounting 
functions related to accounts payable, general ledger and associated auditing and record 
keeping functions; three years experience in an accounting supervisory position, experience in 
budgetary and financial analysis desirable; CPA license desirable. 
 
Knowledge and Skills: Knowledge of generally accepted accounting principles (GAAP); 
knowledge of public agency accounting theory, practice, procedures and terminology and their 
applications to a variety of financial transactions and problems; knowledge of data processing 
applications related to accounting processes; knowledge of office management and supervision; 
skill in establishing and maintaining accounting systems and procedures; skill in reading, 
understanding, interpreting and applying specific district, state, and special project accounting 
and fiscal requirements, procedures, policies and laws; skill in preparing 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; skill in training staff; 
ability to establish and maintain effective working relationships with administrators and staff. 
 
Physical Characteristics: (Consideration will be given to reasonable accommodation): 
*Sufficient vision to read printed materials; *sufficient hearing to conduct in person and 
telephone conversations; *sufficient physical mobility to move about the district and drive a car; 
*ability to speak in an understandable voice with sufficient volume to be heard in normal 
conversational distance, on the telephone, and in addressing groups; physical, mental, and 
emotional stamina to endure long hours under sometimes stressful conditions. 
 
*With or without the use of aids. 
 
Other characteristics: Possession of a valid California driver's license; willing to work additional 
hours periodically; willing to travel locally. 
 
 
Board Approved: 2/13/01 
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