
CLOVIS MUNICIPAL SCHOOLS  
JOB DESCRIPTION 

 
Position:   Executive Assistant to the Assistant Superintendent of Finance 
 
Supervisor:   Assistant Superintendent of Finance 
 
General Job Description:  To assist administration, staff, and visitors in any way necessary with maximum 

 attention devoted to relieving the Chief Financial Officer and Supervisor of  
Accounting Services. 

 
Essential Duties and Responsibilities: 

1. Notify schools of NSF notices and adjustments. 
2. Track all receipt numbers and books at each location. 
3. Prepare wire transfers and documentation for Accounts Payable and Payroll. 
4. Have staff activity tickets printed and distributed – tracking numbers. 
5. Prepare wire transfers for bond payments. 
6. Prepare Petty Cash purchase orders.  Track and verify amounts when petty cash is turned in and make 

copies of receipts for journal entries. 
7. Verify deposits ensuring the 24-hour deposit rule is followed, documentation is attached and deposit 

balances. 
8. Work up travel reimbursements for the district. 
9. Prepare deposits for Curry County Treasurer. 
10. Create journal entry for textbooks, postage and warehouse transfers on a monthly basis. 
11. Make travel arrangements for the department. 
12. Enter Request for Reimbursements into OBMS. 
13. Create purchase orders for scholarships. 
14. Make daily bank runs, taking money to deposit and pickup up bags for schools. 
15. Pull information for SB-9, book funds, and capital projects to submit for reimbursement. 
16. Prepare items for the Board Meeting including gathering consent agenda items and BAR’s. 
17. Verify accounts payable checks making sure the vendor name and amount is correct, discounts are taken, 

sales tax is paid if appropriate, dates on invoices are after the PO was created, and food items were not 
purchased from Operational. 

18. Verify the Summary of Yearly Activities and compile report. 
19. Process all payroll garnishments for the district including answering and filing of the garnishment, 

attaching to pay record, adjusting garnishments because of changes in pay and reconciling checks to 
amount due. 

20. All recordkeeping for the Mustang Raffle. 
 
Additional Duties and Responsibilities: 

1. Work cooperatively with colleagues, supervisors, and administrators. 
2. Demonstrate ethical behavior 
3. Maintain behavior appropriate to performing and accomplishing assigned duties. 
4. Communicate effectively with co-workers, supervisors, and other District employees. 
5. Project an over-all concern for personal appearance as it relates to job performance. 
6. Carry out assignments and instructions from supervisor(s) in a competent and efficient manner. 
7. Contribute to the welfare and effectiveness of the administration office by adhering to high ethical 

standards of performance and interpersonal relationships. 
8. Engage in self-development. 
9. Follow district policies and administrative rules and regulations. 
10. Know what to do to successfully complete assigned work. 



11. Project an over-all concern for personal appearan e as it relates to job performance. 
12. Perform usualy office tasks to include, but not limited to:  typing, filing, receiving, data entry, placing and 

routing telephone calls, and correspondence. 
13. Assist with and type all required reports. 
14. Receive and assist all visitors in the Business Office. 
15. Assist with the preparation of meetings required of the Finance Department. 
16. Maintain a file on reports, data, correspondence, and other materials as may be required. 
17. Respond to other bookkeeping needs for activity and budget funds as may be required. 
18. Handle information that is confidential regarding personnel and labor relations issues. 
19. Perform other duties and responsibilities as may be deemed appropriate by the Supervisor and/or 

Superintendent. 
 
Qualifications: 

1. High school diploma or GED equivalency. 
2. Experience as a secretary or equivalent work. 
3. Demonstrated knowledge of basic office procedures. 
4. Demonstrated knowledge and skills of computer function and operation, typing, accounting, 10-key 

calculator, and other related secretarial skills. 
5. Demonstrated effective and stable interpersonal relationship with public and staff. 
6. Demonstrated knowledge of general banking procedures. 
7. Such alternatives to the above as the Superintendent may find appropriate and acceptable. 

 
Physical Requirements: 
 Sitting, standing, lifting, and carrying (up to 50 pounds), reaching, climbing, squatting, kneeling, fingering  
 or otherwise working with fingers, and moving light furniture may be required.  Prolonged typing, sitting,  
 and working on a computer terminal, physical ability to type on a keyboard terminal, and adding machine. 
 
Safety and Health: 
 Knowledge of universal hygiene precautions. 
 Annual District safety/health-related training(s). 
 
Work Environment: 
 Must be able to work within various degrees of noise, temperature, and air quality.  Interruptions of work  
 are routine, multiple tasks.  Must be alert and able to meet deadlines.  Flexibility and patience are required.   
 Must be self-motivated and able to complete job assignment without direct supervision.  After hours work  
 may be required.  Must be able to get along with co-workers/supervisors.  Must be able to work well with  
 the public for long periods of time.  Must be able to work under stressful conditions. 
 
Terms of Employment: 
 Salary and work year to be established by the Board. 
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