
ACTIVITY/LUNCH FUND CUSTODIANPRIVATE 

QUALIFICATIONS:

1.
Possess a high school diploma.

2. Knowledge of computers and office machines.

3. Basic accounting knowledge.

REPORTS TO:

Assistant Superintendent and Business Manager

JOB GOAL:


To perform all accounting of activity fund and lunch fund for the Altus Public Schools, District I-18; to provide other assistance in the financial office as required.

PERFORMANCE RESPONSIBILITIES:

ACTIVITY FUND ACCOUNTING – DAILY

1. Check account balances upon receipt of check requests and purchase requisitions.

2. Input all check and invoice information into computer.

3. Issue checks for payments on check requests and purchase requisitions.

4. Mark and date all invoices “Paid”.

5. Total daily deposits and issue receipt of same.

6. Input all receipt information into computer.

7. Maintain adequate files.

ACTIVITY FUND ACCOUNTING – MONTHLY

1. Prepare bank reconciliation.

2. Run monthly closing on computer.

3. Prepare ledgers and summaries for all schools.

4. Prepare monthly summary for Board meetings.

ACTIVITY FUND ACCOUNTING – YEARLY

1. Prepare all activity fund files for auditing.

2. Prepare and make end of the year reports.

3. Run end of the year figures from computer and close out computer.

4. Prepare “purpose of Account” forms for Board approval.

5. Enter all new year information into computer.

6. Mail all needed forms and information to each school secretary.

7. Prepare information for Financial Audit.

LUNCH FUND ACCOUNTING – DAILY

1. Post meal deposits into the computer daily.

2. Tabulate and confirm amounts on accounts payable and post to computer.

3. Issue checks on accounts payable and mail.

4. Prepare bank reconciliation.

5. Prepare and run monthly reports on computer.

6. Report all expenditures and receipt balances to food director.

7. Maintain adequate files.

LUNCH FUND ACCOUNTING – YEARLY

1. Run end of the year figures from computer and close out computer.

2. Enter all new year information into computer.

OTHER FINANCIAL RELATED DUTIES

1. Assist Data Clerk on maintaining current computer back-ups.

2. Provide assistance to office manager and administrators when required.

3. Other concerns or duties deemed necessary by the Superintendent or designee.

TERMS OF EMPLOYMENT:
Minimum 261-day contract.  Salary and work year to 
                                                       be established by the board.  Holidays and on-call days 
                                                       will vary from year to year. 

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the Board's policy on evaluation of Support Services Personnel.

Approved by: __________________________________ Date: ______________

07/13/09


