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SUMMARY: 

The bookkeeper works in Administrative Services. 

 

This is a TIPPA position with hourly rate and benefits as per the contract between TIPPA and the TISD 

Board of Education.  This person works up to 8 hours a day; up to 218 days a year.  Additional hours/day 

may be required.  Classification:  Clerical/Secretarial. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  Other duties may be assigned. 

- Assists in receptionist and switchboard duties 

- Prepares purchase orders 

- Possesses thorough knowledge of the Tuscola Intermediate School District's purchasing policy and 

upholds the purchasing procedures 

- Processes invoices and purchase orders for payment 

- Oversees the shipment and deliveries of UPS packages 

- Prepares deposits weekly for the central office 

- Responsible for assisting with inventory 

- Communicates with companies concerning purchasing and invoicing 

- Maintains petty cash account 

- Maintains budget accounts for internal programs and regularly makes bank deposits 

- Processes information using office equipment and software housed in the building 

- Maintains thorough knowledge of software used 

 

SUPERVISORY RESPONSIBILITIES: 

None. 

 

QUALIFICATION REQUIREMENTS:  To perform this job successfully, an individual must be able to 

perform each essential duty satisfactorily.  The requirements listed below are representative of the 

knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

 

EDUCATION and/or EXPERIENCE: 

High school diploma or general education degree (GED).  Two years of certified bookkeeping/business 

training and/or two years of work experience with responsibilities primarily related to bookkeeping 

functions. 

 

CERTIFICATES, LICENSES, REGISTRATION: 

None. 

 

LANGUAGE SKILLS: 

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and 

procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before 

staff, students, and the public--both in person and on the phone. 

 



MATHEMATICAL SKILLS: 

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 

fractions, and decimals.  Ability to compute rate, ratio, and percent.  Ability to calculate figures and 

amounts such as discounts, interests, and percentages. 

 

REASONING ABILITY: 

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram 

form.  Ability to deal with problems involving several concrete variables in standardized situations. 

 

OTHER SKILLS and ABILITIES: 

Ability to operate a personal computer and related software.  Ability to perform duties with awareness of all 

district requirements and Board of Education policies.  Ability to develop effective working relationships 

with students, staff, and the school community. 

 

Prior to initial placement in this position, the employee must demonstrate competency in basic math, 

proofreading, capitalization, number usage (10-key test, bank reconciliation, petty cash, spreadsheets & 

bank deposit), spelling and grammar, including the ability to perform tasks in current Microsoft Word and 

Excel, by passing the District’s approved bookkeeping test with 80% accuracy.  Ability to complete a 

typing test with a minimum speed of 40 wpm. 

 

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 sit and talk or hear.  The 

employee is frequently required to stand or walk.  The employee is also regularly required to reach with 

hands and arms and will frequently repeat the same hand, arm, or finger motion such as when typing.  

Specific vision abilities required by this job include close vision, depth perception, and the ability to adjust 

focus.  The employee must occasionally lift up to 25 lbs. and push/pull up to 50 lbs. such as a case of paper. 

 

ENVIRONMENT:  The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job.  Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 

 

The noise level in the work environment is usually moderate and can vary depending upon daily activity.  

The employee continuously interacts with the public, students, and other staff and occasionally meets 

multiple demands from several people.  The position requires the individual to meet deadlines with severe 

time constraints. 

 

 

The employee shall remain free of any alcohol or nonprescribed controlled substance in the workplace 

throughout his/her employment in the District. 

 

 

 

 

 

 

 

 

 

 

 

 

The information contained in this job description is for compliance with the Americans with Disabilities 

Act (ADA) and is not an exhaustive list of the duties performed for this position.  The individuals currently 

holding this position perform additional duties and additional duties may be assigned. 


