LANDER COUNTY SCHOOL DISTRICT
P.O. BOX 1300
Battle Mountain, NV 89820
(775) 635-2886
FAX (775) 635-5347

BUSINESS OFFICE POSITION

QUALIFICATIONS AND MINIMUM REQUIREMENT
· High school diploma or equivalent. Preference will be given to graduate from an accredited college or university with an associate’s degree in accounting or at least five (5) years of equivalent combination of related education and experience

· Skill in accounting, finance, and bookkeeping procedures, working knowledge of payroll and accounts payable procedures

· Skill in operation of computer, computerized accounting programs and other office equipment
· Skill in interpersonal relationships
Preference will be given to candidate with experience in a number of varied office skills – see job goal

JOB GOAL
Cross training in all district office positions is expected. The successful candidate will perform all necessary secretarial functions as accurately as possible. Experience in any or all of the following is preferred: Accounts Payable, Finance/Budgeting, Accounting, Payroll, Human Resources. The exact placement of this position will be determined following a period of cross training in a number of different office duties. 
RESPONSIBILITIES – General - not all inclusive
· Reports to Superintendent

· Computer operations for financial, knowledge and operation of the Infinite Visions preferred
· Processes monthly, quarterly & yearly reports to State & Federal agencies
· Processes purchase orders, invoices, payments, etc. to vendors

· Ensure that all activities conform to district guidelines

· Communicate effectively with members of the school district and community

· Responsible for collection of data for the annual Impact Aid report

· Order, receive, and distribute supplies

· Maintains an accurate inventory of assets throughout the district

· Responsible for collection of data for the annual accountability report

· React to change productively and handle other tasks as assigned

· Support the value of an education

· Support the philosophy and mission of the Lander County School District
· Coordinate data and enter into E-page and E-note systems, maintain grant files
· General office duties – answer phones, filing, customer service, etc.
· Performs such other duties and assumes such other responsibilities as the Superintendent may assign, as needed
SALARY

Range between $37,561 – $74,621.  Benefits include medical, dental and vision insurance for the employee, retirement plan, sick and annual leave. This is a 12 month position.  Currently 35 hours per week on 4 day per week schedule.   
TERMS OF EMPLOYMENT

Performance of this job will be evaluated annually. This is a Confidential Employee position. Position will have a one-year probationary period. District reserves the right to reject any or all applications. For more information, contact:
APPLICATION MAY BE REQUESTED FROM:
Lander County School District

District Website at 
Administration Office


www.lander.k12.nv.us


P.O. Box 1300



Electronic copies are available
Battle Mountain, NV 89820

Phone: 775-635-2886
CONTACT: Tamara Tooley, Personnel
LCSD is an Equal Employment Opportunity employer.  In compliance with applicable disability laws, reasonable accommodations may be provided for qualified individuals with a disability who require and request such accommodations.
