
[image: image1.wmf]
ANTELOPE VALLEY COLLEGE

Office of Human Resources & Employee Relations

ANNOUNCEMENT OF TEMPORARY, SHORT-TERM SUBSTITUTE ASSIGNMENT 
POSITION: 
Accounting Assistant II






 SALARY:   $18.25/hr
Temporary, Short-Term, Substitute Assignment             

DEADLINE:   
Open until filled – Applications will be reviewed on an as-received basis
Work schedule may vary up to 40 hours a week.  Total hours may not exceed 800.  Total days may not exceed 100.  (Days are counted regardless of # of hours worked per day)



TEMPORARY SUBSTITUTE ASSIGNMENT

TYPICAL DUTIES: 
E = indicates essential duties of the position
· Maintains financial and statistical records related to assigned areas of accounting and coordinates these with other accounting functions.  (E)

· Assure payments, receipts and documentation are in accordance with district, county, State and federal laws, regulations and procedures.   (E)

· Receives, counts, balances, and posts financial transactions to proper accounts and ledgers; enters inventory, financial and statistical data to proper account; adjust accounts as needed.  (E)

· Prepares and maintains accounting records for ASO accounts, budget accounts; post financial data and prepares reports showing trial balances, profit and loss.  (E)

· Performs a variety of accounting clerical duties related to the processing of district accounts payable; inspect invoices for accuracy and verify receipt of goods as ordered.  (E)

· Enter purchase orders and receipt of goods into college system; verifies accuracy of purchase orders against requisition data.   (E)

· Contacts vendors to discuss billing and receipt issues; clarify issues and exchange information as needed; researches statements received from vendors and inspect invoices received for supporting codes and documentation.  (E)

· Enters data related to issuing refunds and canceling warrants; compile and distribute supporting data as needed.

· Performs a variety of calculations and financial and statistical recordkeeping; verifies accuracy of financial and numerical data and follows-up on issues of inaccuracy and discrepancy.  (E) 

· Receives and disburses cash according to established procedures; refund or bill students for fees due; distribute financial aid checks; prepares bank deposits and reconciliations; enters appropriate data into computer and posts to proper accounts. 

· Performs a variety of clerical duties related to student events and activities. 

· Operates a variety of office equipment including computer, adding machine, copier

· Provides direction and guidance to student workers.

· Performs other related duties as may be assigned.

EDUCATION AND EXPERIENCE:  Any combination equivalent to: graduation from high school and two years of responsible clerical accounting experience.

APPLICATION PROCEDURE

To be considered an applicant for a temporary short-term non-continuing pool position in the Antelope Valley Community College District, all of the following documents must be submitted no later than 4:30 p.m. on the deadline date.
If any of the listed materials are missing or incomplete, the application will not be considered.

1. A completed and signed Antelope Valley College Temporary Short-Term Employment application.
2. Résumé.
3. Any other materials/documents as stated in the job announcement if applicable.
The application must be filled out completely and signed.  Do not indicate “See Résumé” on any part of the application.  Blank spaces, illegible entries or failure to sign the application may be cause for rejection.  The District will not return application materials submitted.



Application forms are available on the AVC web site www.avc.edu or from the Human Resources Office and must be returned to:
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ANTELOPE VALLEY COLLEGE




Office of Human Resources
3041 West Avenue K

Lancaster CA  93536

(661) 722-6311
Faxed or emailed materials cannot be accepted.
Unsolicited materials will not be included. Postmarks will not be accepted.



Candidates selected for employment will be required to provide verification of work authorization pursuant to INS regulations.

Antelope Valley College prohibits discrimination and harassment based on race, religious creed, color, national origin, ancestry, physical disability, mental disability, medical condition, marital status, sex, age, or sexual orientation.
Upon request, we will consider reasonable accommodations to permit individuals with protected disabilities to (a) complete the employment or admission process, (b) perform essential job functions, (c) enjoy benefits and privileges of similarly-situated individuals without disabilities, and (d) participate in instruction, programs, services, activities, or events. 

AVC is an equal opportunity employer.

Annual Security Report is provided by Antelope Valley College for prospective students and employees.  A copy of this report is available at www.avc.edu/studentservices/security/crimestatsannual.pdf
Announcement posted 2/19/10
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