
Created December 20, 2011 

 

DISTRICT SCHOOL BOARD OF PASCO COUNTY 
Job Description 

Salary Schedule:  
SRP 18B 

 

Number of Work Days as Contracted – 
Year Round  

Daily Work Hours: 7.5 

FLSA Status - Nonexempt 

 
JOB GOAL:  Responsible for general secretarial and bookkeeping duties for the Pasco Education 
Foundation 
 
REQUIRED QUALIFICATIONS: 

1. High school diploma or the equivalent 
2. Satisfactory completion of a bookkeeping course 
  

DESIRED QUALIFICATIONS: 
1. Previous bookkeeping or secretarial experience 
2. Satisfactory completion of a secretarial training program 
3. Experience with E-Tapestry, Blackbaud, Financial Edge and/or other not for profit 

accounting software 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 

1. Demonstrate knowledge of basic office procedures 
2. Organize, prioritize, manage and carry out duties efficiently and within established 

timeframes 
3. Demonstrate the ability to effectively use technology in daily work, including the use of 

Microsoft Word and Excel 
4. Communicate effectively with all stakeholders in written and oral form, including electronic 

media, using positive interpersonal skills 
5. Exhibit effective mathematical computation skills 
6. Ability to keep accurate financial records under minimal supervision and possess all 

necessary knowledge and skills involved in the bookkeeping process 
7. Demonstrate ability to establish and maintain collaborative working relationships with all 

stakeholders 
 
REPORTS TO:  Director of Pasco Education Foundation, Inc. 
 
SUPERVISES:  Not Applicable 
 
PERFORMANCE RESPONSIBILITIES: 

1. Produce reports and correspondence 
2. Compile data and complete necessary filings and reports 
3. Receive and prepare confidential information 
4. File records and maintain an effective filing system 
5. Initiate orders for supplies, materials, equipment, and services 
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6. Receive supplies, materials, and equipment as ordered and forward to originator of said 
order 

7. Make ledger, debit and credits, and accounting entries 
8. Keep financial records and books 
9. Complete and prepare monthly and annual financial reports 
10. Prepare vouchers for payments 
11. Prepare and reconcile bank deposits 
12. Maintain project accounts 
13. Perform other duties as assigned 

 
 
 
 
 
 
 


