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FNSBSD JOB DESCRIPTION 

Job Title: Accountant I 

Supervisor: Assistant Director of Accounting Services Classification: Salary, Non-
Represented 

Days/Months: 12 months Grade: 5 
 
Job Summary 
This position performs a full range of complex accounting duties in the accounting services 
department. Duties are assigned from general accounting and/or grants. 
 
Essential Job Functions 
General Accounting 
Tests the accounts payable, grant, and payroll modules during system upgrades/enhancements 
and other document identified system problems as they occur. 
 
Reviews P-Card purchases for proper backup, correct account numbers, and allowable 
purchases. Maintains P-Card system and ensures cards are issued and cancelled in a timely 
manner. Researches fraud charges on a daily basis. 
 
Reviews and reconciles employee accruals and employee set up in the payroll module on a 
monthly basis. 
 
Works with accountant II to maintain fixed assets including physical inventory counts. 
 
Prepares and presents training sessions for departmental users on accounts payable, grants, 
and payroll. 
 
Provides backup support for payroll, accounts payable, and cashier. 
 
Grants 
Administers the financial compliance of all grants to the school district, from review of the initial 
application, award through final close-out and audit. As necessary, trains, assists, and advises 
grant managers. 
 
Accounts for grant assets, liabilities, revenues, and expenditures (both monetary and in-kind 
matches) in accordance with Generally Accepted Accounting Principles (GAAP) and with 
contractual and regulatory requirements. 
 
Performs compliance research and monitors legislation and regulatory restrictions on school 
district grant funding. Sets up annual budgets and new cost centers for all projects and prepares 
journal entries for posting to general ledger. 
 
Monitors legislation, regulations, developments, and changes related to grants and other 
financial assistance. Keeps abreast of all issues including compliance, reporting, accounting, 
and auditing at federal, state, and local levels. 
 
Non-Essential Job Functions 
Performs other professional accounting and financial functions or duties.  
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Equipment Used 
Computer, ten-key adding machine, printer, fax machine, copy machine, and scanner. 
 
Independent Decisions 
Must make independent decisions in support of departmental objectives, methods of achieving 
those objectives, and the specific needs of employees, verifying the course of action with 
supervisor as needed. Must protect confidentiality of employee information and records. 
 
Primary Working Contacts 
All levels of district management and staff; federal, state, and local agencies; vendors; auditors; 
professional organizations. 
 
Supervision Received and Exercised 
Works under the supervision of the assistant director of accounting services.  
 
Evaluation 
Annual written evaluation. 
 
Physical and Mental Demands 
The physical demands of this position require frequent standing, walking, sitting, speaking, and 
hearing. Requires near vision to write and read printed materials and computer screens. 
Requires hearing and speaking to exchange information on the telephone or in person. The 
employee is regularly required to reach with his/her hands and arms and occasionally lift items 
weighing up to 20 lbs. Must be able to use carts, ladders, dollies, and stools to assist in moving 
or shelving items. Requires sufficient arm, hand, finger dexterity to operate a keyboard and 
other office equipment. Repetitive motions with wrists, hands, and fingers may also be required. 
Additionally, the employee must be able to communicate by oral and written means in an 
appropriate business manner and have cognitive skills to understand instructions, readily recall 
facts and details, handle conflict, and make effective decisions under pressure.  
 
The Fairbanks North Star Borough School District is committed to providing reasonable 
accommodations, according to the applicable state and federal laws, to all individuals with 
qualified physical or mental disabilities. 
 
Job Qualifications 
The following are required: 

1. Associates degree in accounting, finance, business administration, or related field. A 
minimum of five (5) years of accounting experience may be substituted for the 
Associates degree. 

2. Three (3) years of recent (within last five (5) years) professional accounting and payroll 
processing experience. Preference will be given to experience in a state or local 
government or school district setting.  

3. Must have a verifiable background in automated accounting systems.  
4. Must have recent, extensive and verifiable analytical experience and demonstrated 

ability to perform complex analyses using a sophisticated, integrated financial 
management system with knowledge and judgment of inter-relationships of financial 
data and other information. 

5. Must have an understanding of internal controls and ability to incorporate appropriately 
into the workplace. 

6. Must be accurate and proficient at data entry/typing and be able to use a 10-key 
calculator accurately by touch. 
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7. Ability to perform accurate and timely work in an organized and efficient manner with 
minimal direction, under stressful situations and short deadlines. 

8. Ability to establish and maintain effective working relationships with employees, and to 
deal effectively with outside entities and the general public.  

9. Ability to maintain confidentiality of employee information.  
10. Must be able to communicate courteously, professionally, clearly, and concisely, both 

verbally and in writing in English. 
 
The following are preferred: 

1. General ledger experience in an organization subject to governmental accounting rules 
or experience auditing governmental clients is strongly preferred.  

2. Experience in governmental purchasing, encumbrance accounting, and grants 
accounting and compliance.  

3. Experience in a government or large-sized entity. 
4. Knowledge of GAAP relating to governmental accounting. 
5. Knowledge of federal and state laws and regulations governing payroll compensation 

and benefit issues, labor contracts, and other authoritative sources relevant to school 
district payroll. 

6. Experience with Microsoft Office suite (Excel, Word, Outlook, and PowerPoint) and 
Adobe Acrobat Pro. 

 
Additional Job Information 
Fairbanks North Star Borough School District employees must possess the ability to read and 
write in English. This includes the ability to communicate in English with school staff, coworkers, 
and the public. Employees must also have the ability to comprehend and carry out oral and 
written directions and understand and follow English instructions and written documents.  
 
The Fairbanks North Star Borough School District is an Equal Opportunity Employer. 
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