
  
   

   
   

  

    
    

  

               
         

 
   

 

              
            

    

               
              

             
           

             
              

        

         
            

         
           

             
 

BOARD OF EDUCATION 
DEPARTMENT OF HUMAN RESOURCES 

18 SOUTH PERRY STREET 
POUGHKEEPSIE, NEW YORK 12601 

INTERNAL / EXTERNAL 

RECRUITMENT BULLETIN 22-23-146 JUNIOR ACCOUNTANT 
DECEMBER 2022 POUGHKEEPSIE CITY SCHOOL DISTRICT 

NOTICE OF POSITION 

POSITION: 
The Superintendent of Schools, Dr. Eric Jay Rosser, is interested in receiving a resume and letter 
of interest from qualified candidates for the position of: 

JUNIOR ACCOUNTANT 
POUGHKEEPSIE CITY SCHOOL DISTRICT 

MINIMUM QUALIFICATIONS: 
EITHER: 

(A) Graduation from a regionally accredited or New York State college or university with a 
Bachelor's degree which included or is supplemented by the completion of eighteen (18) 
credit hours in accounting; OR: 

(B) Completion of sixty (60) credit hours at a regionally accredited or a New York State 
college or university which shall have included a minimum of twelve (12) credit hours in 
accounting, and two (2) years of paid work experience in the performance of complex 
account keeping or bookkeeping duties which included the preparation of trial balances 
OR: 

(C) Graduation from high school or possession of an equivalency diploma and four (4) 
years of the experience described in (B) above; OR: (D) An equivalent combination of the 
training and experience described in (B) and (C) above. 

DUTIES: 
The Poughkeepsie City School District (PCSD) is committed to providing students and parents 
with pathways to opportunity that will lead to achievement and success. Through student-centered 
effective and transformational leadership, school and community engagement, and an 
unrelenting pursuit to achieve greater school outcomes for children, the Poughkeepsie City 
Schools is focused on developing and growing greater access, equity, opportunity, and quality 
across PCSD. 
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This is a technical position responsible for assisting in one or more of the basic phases of the 
accounting or auditing process. Incumbents in this class are required to be familiar with accounting, 
budgeting and reporting in a municipal agency or school district. This class differs from that of 
Account Clerk III, Account Clerk Typist III, or Principal Account Clerk in which the primary work 
consists of complex financial record keeping duties and supervision of account keeping personnel, 
by virtue of participation in the maintenance of financial management activities. The work differs from 
that of Accountant by virtue of narrower scope of responsibility in the full accounting process, degree 
of independence exercised, lower level of complexity in assignments, and less supervisory 
responsibility. Work is performed under direct supervision of a higher level employee. Supervision 
may be exercised over lower level personnel. 

Good knowledge of the theories and principles utilized in modern accounting and auditing; 
knowledge of techniques and procedures of modern accounting and auditing operations; ability 
to prepare, maintain and audit financial and statistical records; ability to learn automated 
accounting procedures; ability to learn principles and techniques of supervision; ability to gather, 
assemble, consolidate, and analyze facts and draw conclusions; ability to understand and follow 
complex oral and written directions; ability to establish and maintain effective working 
relationships with others; a high degree of accuracy; integrity; sound professional judgment; tact 
and courtesy; physical condition commensurate with the demands of the position. 

TYPICAL WORK ACTIVITIES: 
1. Maintains staff control over various accounting methods and procedures to ensure that they are 

within the framework of a manual or automated system and financial management objectives 
by spot-checking or participating in the maintenance of various fiscal records and advising 
supervisor of any deviations from established policy; 

2. Reviews the preparation and posting procedures for services and materials, including those 
involving reimbursement, for conformance with established accounting principles and funding 
guidelines, and for mathematical accuracy; 

3. Acts as a resource to subordinate and administrative personnel as to proper classification, 
distribution and recording, and management of accounting-related data; 

4. Research for fiscal data required for the preparation of information necessary for management 
reports, budget detail and/or program cost analysis; 

5. Prepares or participates in the preparation of monthly schedules and financial statements; 
6. Verifies, classifies and codes financial transactions for manual or computer input following 

accepted accounting practices subject to applicable laws, rules and regulations; 
7. Posts from books of original entry to general or subsidiary ledgers; 
8. May assist in the development and preparation of the annual budget; 
9. May review details of trial balances and bank reconciliations and seek to determine adjustment 

entries required (scope and extent) to correct over expenditures and under expenditures 
within an account; 

10. Under supervision of a higher level professional or administrator, may be responsible for 
investment of funds; 

11. May maintain personnel records and prepare mandated forms and reports; 
12. May supervise the work of subordinate personnel; 
13. Does related work as required. 
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APPOINTMENT: 
Appointment will be made by the Board of Education upon the recommendation of the 
Superintendent following assessment of training, experience, certifications, credentials and 
evaluation of service. Personal interviews shall be conducted where appropriate. 

*This position is being offered as a provisional appointment.  An examination 
process is required to receive a permanent appointment. You must pass the exam 
and be reachable on the eligible list. 

EFFECTIVE DATE: TBD 

SALARY: In accordance with the Clerical Contract 

FINAL DATE 
FOR FILING: Open until filled 

SEND ALL INTEREST TO: hroffice@poughkeepsieschools.org 
Dr. Timothy Wade 
Assistant Superintendent of Administrative Services 
18 South Perry St. 
Poughkeepsie, NY 12601 

This posting is also active on https://www.indeed.com/ 

The Poughkeepsie City School District is an Equal Opportunity Employer and does not discriminate 
on the basis of sex, race, religion, national origin, disability, age, or marital status; nor does it apply 
any other arbitrary measure which would tend to deprive persons of their constitutional rights. 
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