
Stanton Community Schools 
 

Job Description 

 

JOB TITLE: Bookkeeper/Superintendent Assistant 

REPORTS TO: Superintendent 

JOB GOAL: To maintain the school’s financial records in an accurate manner and act 

as the superintendent’s secretary when needed. 

TERM OF EMPLOYMENT: 12 months 

EVALUATION: Annually-based on job performance, effort, and enthusiasm. 

ESSENTIAL FUNCTIONS: 

 
A. To complete payroll. 

1. Process time cards & substitute teacher pay sheets. 

2. Direct deposit payroll. 

3. Process payroll vouchers. 

4. Prepare quarterly filing of IRS tax forms (retirement, unemployment, new hire report). 

5. Pay health Insurance, LTD, Life Insurance & etc., and maintain appropriate records 

6. Record and maintain employee sick, personal, vacation & bereavement leaves. 

7. Record and maintain personnel hiring and release. 

 

B. To complete accounts payable. 

1. Code all incoming bills & match to purchase orders. 

2. Code bills into computer program. 

3. Run reports for monthly Board of Education meetings. 

4. Print voucher payments. 

 

C. To complete miscellaneous Items. 

1. Prepare records and reports for Auditors. 

2. Enter budget data into computer. 

3. Maintain employee records. 

4. Maintain accounts for Hot Lunch (receipts & disbursements). 

5. File monthly report for Federal Hot Lunch Reimbursement. 

6. Maintain Payflex transfers. 

7. Reconcile bank statement monthly. 

8. Account for General Fund II (expenditures during the month to be paid out of the General Fund). 

9. Maintain grant records (receipts & disbursements). 

10. Maintain special education reports, audits & transportation (receipts & disbursements). 

11. Assist Superintendent in duties associated with the Board of Education (meeting information, public 

notices, publish proceedings, note taking during board meetings). 

12. Maintain records for Nucor II account. 

13. Oversee the yearly cooperative purchase order through ESU #8. 

14. Assist with maintaining student records (schoolmaster). 

 

D. To complete state & federal reports. 

1. File all required state reports with proper documentation. 

2. File all required federal reports with proper documentation. 

3. File Tax and Social Security deposits & reports. 

4. Prepare W2 & 1099 forms. 



 

E. Assist Superintendent with general secretarial duties. 

1. Complete travel reservations. 

2. Write correspondence. 

3. Sort daily mail. 

4. Coordinate Christmas & staff award banquets. 

5. Maintain student confidentiality. 

F. To be responsible for duties other than those listed as may be assigned by the Superintendent. 

 

 

PHYSICAL REQUIRMENTS: 
 

Never 

0% 

Occasionally 

1-32% 

Frequently 

33-66% 

Constantly 

67-100% 

a. Standing  X   

b. Walking  X   

c. Sitting   X  

d. Bending/Stooping  X   

e. Reaching/Pushing/Pulling  X   

f. Climbing  X   

g. Driving  X   

h. Lifting (25 lbs. max)  X   

i. Carrying (75 ft.)  X   

j. Telephone    X 

k. Computer    X 

 

OTHER REQUIREMENTS (Intellectual, Sensory): 

 
➢ Ability to display both persuasiveness and patience when working with others. 

➢ Ability to greet and provide friendly atmosphere to visitors of the school. 

➢ Ability to accept responsibility beyond required duties. 

➢ Ability to maintain emotional stability during periods of stress. 

➢ Visual and auditory requirements. 

➢ Communication and organizational skills. 

➢ Ability to act as a General Notary Public. 

 

WORKING CONDITIONS: 

 

A.   Inside   Outside   Both 

 

B.   

Climatic Environment 
Amount of Time 

None Up to 1/3 1/3 to 2/3 2/3 & More 

Wet, humid conditions (non-weather) X    

Work near moving mechanical parts  X   

Work in high, precarious places X    

Fumes or airborne particles X    

Toxic or caustic chemicals X    

Outdoor weather conditions X    

Extreme cold (non-weather) X    

Extreme heat (non-weather) X    

Risk of electrical shock  X   

Work with explosives X    

Risk of radiation X    

Vibration X    

 



 

C. 

NOISE LEVEL: 
 Very Quiet (Examples: forest rail, isolation booth for hearing test) 

X Quiet (Examples:  library, private office) 

 Moderate Noise (Examples: business office with typewriter and/or computer printers, 

light traffic) 

 Loud Noise (Examples: metal can manufacturing, department, a large earth-moving 

equipment) 

 Very Loud Noise (Examples:  jack hammer, front row at rock concert) 

 

D.  HAZARDS: 

➢ None 
 


