
 

Job Title: Bond Accountant   Wage/Hour Status: Exempt 

 

Reports To: Executive Director of    Pay Grade:  Professional 3 

  Facilities & Operations 

 

Dept. /School: Facilities Building    Date Revised:  6/13/2018 

 

 

Primary Purpose: 

 

Coordinate and monitor the construction accounting policies, practices, and procedures of the 

school district.  Issue purchase requisitions for all bond related activities.  Maintain bond 

accounts. 

 

Qualifications: 

 

Education/Certification: 

Bachelor’s Degree in Accounting or Finance (minimum of 12 hours accounting) 

TASBO-RTSBA preferred 
 

Special Knowledge/Skills: 

Extensive knowledge of fund or governmental accounting and investment practices   

 

Experience: 

Five years in accounting and/or investments.  Experience with personal computers (Microsoft 

Office Suite) and financial electronic data processing systems. Skyward experience beneficial. 

 

Major Responsibilities and Duties: 

 

Construction Accounting: 

 

1. Maintain complete records for all construction projects, ensuring all budgets are current. 

2. Establish an account code structure in the General Ledger to coordinate account codes 

and specific project numbers to provide project and fiscal costing. 

3. Approve construction project payments, verify retainage and payment amount, and enter 

electronic transfers for construction fund payments. 

4. Maintain comprehensive multi-year accounting for all bond fund expenditures providing 

for the illustration of detailed expenditures by bond issue for each capital improvement 

project. 

5. Provide information to contractors regarding status of payments and contracts. 

6. Prepare and present comprehensive reports on all bond proceeds, interest income, 

encumbrances and expenditures. 

 

Cash Management:  

 

7. Accumulate and analyze cash flow information, for bond sale projections. 



8. Assist accounting in reconciling areas of cash management within the general ledger. 

9. Maintain accurate records regarding the District’s bonded debt reflecting current paying 

agents and debt maturity schedules.  Initiate payment of all District bond payments. 

10. Track purchases, delivery, acceptance, and payment of all F.F.E. (furniture, fixtures and 

equipment) related to bond projects. 

11. Coordinate purchases and contracts related to technology and telephone installations 

and purchases related to bond programs. 

12. Provide monthly account balance reports for all current and previous bond programs. 

13. Track and account for legal services expenditures related to bond projects. 

14. Review purchases and contracts for compliance regarding bond referendums.  

15. Track an apply District labor costs associated with bond-program-support. 

 

Budget Operations: 

 

16. Provide budgets for all capital improvement projects related to bonds. 

17. Research and analyze budget and accounting related problems. 

18. Help complete surveys and reports. 

19. Help in annual budget process. 

20. Help in developing budget publications, reports, and information for the annual audit 

report. 

21. Assist accounting with the fiscal year-end audit. 

 

22. Other duties as assigned. 

 

Equipment Used: 

Computer, printer, calculator, copy machine, typewriter, binding machine, fax machine, telephone, 

scanner, etc 

 

 

Working Conditions: 

 

Site visits to construction sites may be required. 

 

Mental Demands/Physical Demands/Environmental Factors: 

 

 

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. 

 

 


