
  June 2022 

JOB DESCRIPTION 
Puyallup School District 

Exempt - Level 3 
 

Accounting Supervisor 
 

Purpose Statement 
 
The purpose of this position is to perform responsible technical accounting functions in the preparation, 
maintenance, processing and auditing financial records and / or reports; assist with cash management; 
lead and provide guidance to the business services specialists; provide financial information to staff and 
administration; general ledger reconciliation and Associated Student Body (ASB) audits.  
 
Essential Functions 
 
 Assists with on-site audits of schools and ASB fundraisers for the purpose of ensuring compliance 

with established local, state, and federal laws. 
 Audits accounts payable transactions monthly for the purpose of ensuring compliance with 

established regulations. 
 Assists in year-end tasks and preparation of the state F-196 and closing of the financial books for the 

schools (e.g., InvestEd, revolving funds, ASB, resale accounts).  
 Administers District scholarships – calculate award availability, monitor compliance on individual 

scholarships, consult with the counselors at the High Schools for processing scholarships, provide 
guidance to donors, submits new and revised scholarships to the Board for approval. 

 Analyzes and troubleshoots issues that arise in accounts payable and receivable. 

 Maintains controls and procedures for the recording, tracking and disposal of fixed assets. Provides 
direction to district staff on proper handling of fixed assets. Coordinates yearly asset inventory 
process. 

 Reconciles fiscal information and account balances, general ledger accounts, and accounts payable 
for the purpose of verifying accuracy of information, maintaining accurate balances and complying 
with internal controls. 

 Prepares warrants and documents for board for approval. 
 Prepares and directs investments through Pierce County for the purpose of ensuring the district is 

fully invested. 
 Prepares written materials and state/federal tax information returns (e.g., financial statements, 

graphs, 1099s, combined excise tax returns, reports, spreadsheets, account codes, journal entries, etc.) 
for the purpose of documenting activities, providing written reference, conveying information and/or 
complying with financial, legal, and administrative requirements.  

 Provides fiscal services and training to the Associated Student Body and school site staff (e.g., 
software applications, procedures, etc.) for the purpose of ensuring fiscal practices are followed and 
the disbursement of funds complies with established regulations.  

 Advises on policies and procedures with regards to cash handling, ASB fund-raising and internal 
controls to school staff and ASB advisors. 
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 Maintains fiscal information and records for the purpose of providing an up-to-date reference and 
audit trail for compliance to District, state and federal regulations and guidelines. 

 Supervises and directs assigned personnel for the purpose of maximizing their efficiency and meeting 
work requirements. 

 Assists other personnel as may be required for the purpose of ensuring an efficient and effective work 
environment. 

Minimum Qualifications  
 
Bachelor’s degree in accounting or related field preferred, or associate degree in accounting or related 
field with 2-3 years of job-related experience. Increasing levels of responsibility and experience in 
government fund accounting highly preferred. 

Required Knowledge, Skills, Abilities 

Knowledge is required to perform advanced math; read technical information, compose a variety of 
documents, and/or facilitate group discussions; and analyze situations to define issues and draw 
conclusions. Specific knowledge required to satisfactorily perform the functions of the job includes 
governmental accounting/bookkeeping principles; and pertinent codes, regulations, policies and/or laws, 
including GAAP, GASB, WA state sales tax, etc. 

Skills are required to perform multiple, technical tasks with a need to frequently upgrade skills to meet 
changing job conditions. Specific skills required to satisfactorily perform the functions of the job include 
using pertinent software applications; preparing and maintaining accurate records; planning and managing 
projects; performance accounting procedures; and operating standard office equipment. 

Abilities is required to schedule activities, meetings, and/or events; often gather, collate, and/or classify 
data; and consider factors when using equipment. Flexibility is required to work with others in a wide 
variety of circumstances; analyze data utilizing defined but different processes; and operate equipment 
using standardized methods. Ability is also required to work with a diversity of individuals and/or groups; 
work with data of varied types and/or purposes; and utilize job-related equipment. In working with others, 
independent problem solving is required to analyze issues and create action plans. Problem solving with 
data frequently requires independent interpretation of guidelines; and problem solving with equipment is 
limited to moderate. Specific abilities required to satisfactorily perform the functions of the job include 
adapting to changing work priorities; being attentive to detail; communicating with diverse groups; 
meeting deadlines and schedules; setting priorities; working with constant interruptions; and working 
with detailed information/data. 
 
Licenses/Special Requirements: 

Valid Washington State driver’s license; Criminal Justice Fingerprint Clearance; must be bondable as a 
public official. 


