
NEW PRAGUE AREA SCHOOLS 

JOB DESCRIPTION 

Position Title:  Executive Assistant - Accounts 

Receivable 

      

Department:  Business Office Date Written:  November 2018 

Reports To:  Business Services and HR Director 

     

Exempt Status:  Non-exempt 

Approval:  _______________________________ 

                                  (Human Resources) 

 

 

 

JOB SUMMARY:  Provide accurate and timely accounting services to school district personnel and 

administrators through timely processing of accounts receivable functions. 

  

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 

40% Responsible for district’s accounts receivable function 

A. Monitor and record all building receipts into the financial management system 

B. Prepare and record all district office deposits 

C. Code and post all state aid and property tax payments into the financial system 

D. Post district credit card receipts and record fees appropriately 

E. Perform collection duties per district policy 

F. Prepare and file quarterly sales tax returns 

G. Record investment transactions for the district 

H. Prepare invoices as directed and follow up on unpaid balances 

 

5% Monitor daily cash flow 

A. Check bank account balances daily and transfer funds as needed to ensure funds are available to  

meet district needs 

 

15% Prepare and assist with bank reconciliations 

A. Assist the Fiscal Coordinator with the district’s primary bank account by reconciling deposits to  

the bank statement 

B. Prepare activity account and community services account bank reconciliation 

 

15% Maintain balance information for various district accounts 

A. Calculate and distribute activity account balances 

B. Calculate and distribute general fund tracked account balances 

 

15% Prepare and post journal entries 

A. Post journal entries prepared by district staff including chargebacks, nutrition service allocation, 

and transportation 

B. Prepare, code and post journal entries to record EFT withdrawals from the district’s bank 

accounts 

 

10% Work with district staff to ensure AR processes are efficient and being followed 

A. Train building staff on AR process and procedures 



B. Develop efficient AR processes for building staff to use to ensure building transactions are 

recorded accurately and in the most efficient way possible 

 

 Perform other duties as assigned or requested including attending professional development/meetings,  

in-services and workshops.        

 

 

WORK REQUIREMENTS AND CHARACTERISTICS: 

 

Education/Certification/Licensure: 

 

 High school diploma or equivalent  

 One year post-secondary education in related area preferred 

 

Experience: 

 

 3-5 years prior accounting experience 

 Previous experience in school district business office preferred 

 

Essential Knowledge, Skills, and Abilities: 

 

 Excellent customer service skills 

 Knowledge of automated accounting systems in a school setting 

 Ability to establish and maintain effective working relationships with employees, supervisors, 

administration, and outside vendors 

 Ability to maintain utmost confidentiality with sensitive information 

 Excellent organizational skills 

 Strong team skills 

 Ability to complete work accurately and reliably 

 Intermediate clerical and computer skills 

 Ability to vary sequence of duties 

 Intermediate word processing and spreadsheet knowledge 

 Ability to work collaboratively with office and district staff 

 Excellent oral and written communication skills 

 Ability to relate with others and present a positive interaction in a professional manner with public, 

peers, and administration in all communication 

 Office organizational and time management skills 

 Ability to handle multiple tasks and set priorities simultaneously 

 Intermediate accounting and bookkeeping skills  

 Ability to use and be proficient in Google Docs 

 

Machines, Tools, Equipment, Electronic Devices, and Software: 

 

 Operates office equipment including computer, printer, scanner, calculator, copier, multi-line phone 

system, facsimile 

 Utilizes multiple software, databases, and systems 

 Uses Gmail to receive district communication 

 

Supervision of Other Employees: 

 



 This position does not supervise other district employees  

 

Physical Job Requirements: 

 

 Position involves extended periods of sitting while entering computer data unless a sit/stand station is 

available 

 Position involves frequent repetitive action on keyboard 

 Position involves occasional lifting up to 20 lbs. 

 Position involves occasional bending, kneeling, and stooping to reach file drawers 

 Position involves listening, speaking clearly, and visual acuity 

 Position involves frequent standing and walking 

 

Mental Job Requirements: 

 

 Position involves responding to changing technology 

 Position involves need for accurate and detailed work 

 Ability to exercise confidentiality in handling district information 

 Position requires flexibility and a willingness to undertake a variety of tasks 

 Position requires working with deadlines 

 Position requires courteous customer service relations 

 Position requires working collaboratively with office and district staff to accomplish the goals of the 

district   

 Position requires handling multiple tasks simultaneously while dealing with frequent interruptions 

 

Working Conditions: 

 

 The majority of work is performed in normal office conditions 

 Work hours may extend into the evenings during audit and other times 

 

 

This description describes the general nature and work expected of an individual assigned to this 

position.  Employees may be required to perform other job-related duties as requested by their 

supervisor.  All requirements are subject to possible modification to reasonably accommodate individuals 

with a disability. 

 


