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Position Title: School Bookkeeper
Reports To: Principal 
Work Year: 10-12 Months
FLSA Status: Non-Exempt


Position Summary
The School Bookkeeper is responsible for maintaining accurate and up-to-date financial records for all school accounts and ensuring compliance with local, state, and federal accounting procedures. This position plays a key role in supporting the financial operations of the school by managing budgets, processing transactions, and maintaining records in accordance with the policies of the Putnam County School System and the Tennessee Department of Education.

Essential Duties & Responsibilities
· Maintain accurate accounting records for all school funds, including internal accounts, student activity funds, and other revenue sources.
· Prepare and process purchase orders, invoices, receipts, and deposits in accordance with district policies.
· Balance and reconcile school bank statements and financial records on a monthly basis.
· Manage petty cash and ensure proper documentation for all transactions.
· Monitor budget expenditures and provide monthly financial reports to the principal and district finance department.
· Assist in developing and maintaining school budgets and forecasts.
· Ensure all financial transactions comply with Tennessee Internal School Uniform Accounting Policy Manual (ISUAP) guidelines.
· Prepare records for audits and cooperate with internal and external auditors.
· Process field trip payments, fundraising proceeds, and activity funds with appropriate documentation.
· Maintain accurate records of student fees, donations, and other collections.
· Provide assistance to school staff regarding financial procedures and purchasing guidelines.
· Communicate effectively with vendors, district finance staff, and administrators to resolve discrepancies.
· Maintain confidentiality of all financial and personnel information.
· Perform general office duties, including filing, record keeping, and responding to inquiries.
· Perform other duties as assigned by the principal or district finance office.

Qualifications
Minimum Requirements:
· High school diploma or GED required.
· Associate’s degree or coursework in accounting, business, or related field preferred.
· Minimum of two years’ experience in bookkeeping, accounting, or finance-related work.
· Knowledge of bookkeeping principles, account reconciliation, and budget management.
· Proficiency in Microsoft Excel, Word, and accounting software.
· Strong organizational skills and attention to detail.
· Ability to work independently and meet deadlines with accuracy.
· Strong interpersonal and communication skills.
Preferred Qualifications:
· Experience in school or governmental accounting.
· Familiarity with Tennessee Department of Education accounting policies and school finance procedures.
· Experience using district financial software systems.

Working Conditions & Physical Demands
· Work performed primarily in an office environment at the assigned school.
· Regular use of computers, calculators, telephones, and standard office equipment.
· May occasionally lift or move office materials up to 25 lbs.
· Periods of high activity and deadlines during reporting or audit cycles.

Other Requirements
· Must pass a criminal background check and meet all district employment requirements.
· Must adhere to Putnam County School System policies, including confidentiality, ethics, and professional conduct.
· Willingness to attend professional development or training sessions related to financial procedures.
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