
 

Job Title: Bookkeeper, MISD Center  Wage/Hour Status: 226 day   

  

Reports To: The Center Director   Pay Grade:  Para-Pay Grade 4 

             

Dept. /School: Facilities & Operations                 Date Revised:  4/3/2019  

 

 

Primary Purpose: 
 
Perform general bookkeeping and maintain and manage Center financial records, including event 

contracts, expenses, ticketing for all events and settlements.   

 

Qualifications:  

 

Education/Certification: 

High School Diploma or GED required 

 

Special Knowledge/Skills: 

Knowledge of accounting principles and practices  

Ability to use calculator (10 key by touch)  

Ability to use personal computer and software to develop spreadsheets and perform word 

processing 

Ability to work with numbers in an accurate and rapid manner to meet established deadlines 

Proficient skills in typing, keyboarding and file maintenance  

Ability to work independently as well as collaboratively with other agencies and departments 

Ability to detect and solve problems in an efficient and cost effective manner 

Excellent attention to detail 

Effective organizational, communication and interpersonal skills 

 

Experience: 

One year accounting or bookkeeping experience, preferably in a public education environment 

 

 

Major Responsibilities and Duties: 

 

Accounting: 

 

1.  Maintain complete and systematic records of event related expenses and financial 

transactions according to established procedures and generally accepted accounting 

principles.  

2.  Process, collect and account for all monies generated and distributed in events, including 

receipt of cash and preparing and making all deposits.  

3. Prepare all box office cash banks for events. Ensure proper money handling by securing 

cash in at appropriate locations, balancing cash drawers at the close of business, and 



processing credit card payments. Build events, monitor ticket sales by running sales 

reports, updating spreadsheets, and reconciling with ticketing system. 

4.         Maintain inventory of Center fixed assets, equipment and supplies.   

5.          Prepare and submit all purchase orders and payment authorizations.  

 

Records, Reports and Correspondence   

 

6.          Prepare all event contracts, invoices, settlements, and financial reports.    

7.          Assist with Center budget preparation. 

8.   Maintain physical and computerized files and records.  

9.   Maintain confidentiality of information.  

10. Other duties as assigned by the Center Director. 

 

Supervisory Responsibilities: 

 

None. 

 

Equipment Used: 

 

Mac/PC Platform, ticketing system, variety of software, digital camera, standard office equipment and 

portable radio.  

 

Working Conditions:  

Physical Demands 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job. Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is regularly required to use hands to operate radio, 
and work on computer. The employee is regularly required to use feet and legs to walk the facility as 
many times as required during an event the employee is charged with for the day. The person must be 
able to climb stairs and walk long distances to access all seating. Lifting up to 45 lbs. must be able to 
work extended hours, weekends, and holidays as required. 

Mental Demands/Physical Demands/Environmental Factors: 

 

Maintain emotional control under stress. Occasional prolonged and irregular hours including weekends 

and holidays. 

 

 

NOTE: The foregoing statements describe the general purpose and responsibilities assigned to this job 

and are not an exhaustive list of all responsibilities, duties, or skills that may be required. 

 


