
 

 

HESPERIA UNIFIED SCHOOL DISTRICT 

POSITION DESCRIPTION  

 

FOOD SERVICE ACCOUNTANT   

 

Job Purpose Statement:  The job of Food Service Accountant is responsible for financial record-keeping and the 

reporting of the department’s financial activities, along with recording expenses and revenues in accordance with 

state-approved accounting methods. 

 

Essential Job Functions: 

 

 Assists in the development of the annual budget 

 Conducts continual internal audits of financial operations in all areas 

 Coordinates and/or prepares reports (e.g. government claims, food service profit and loss, sales tax, 

inventory, etc.) to meet deadlines and comply with district, state and federal guidelines 

 Maintains various fiscal information, files, and records to provide an up-to-date reference and audit trail 

for compliance 

 Maintains the Department Revolving Cash Fund and associated records 

 Maintains records of expenses and deposits 

 Monitors checking account balance and fund balance of assigned programs and financial activity to ensure 

that allocations are accurate, and that related revenues and expenses are recorded  

 Monitors daily sales records and financial practices for accuracy 

 Performs accounting functions for various food programs (e.g. National School Lunch Program, 

Especially Needy Breakfast Program, Basic Breakfast Program, and After School Snack Program) 

 Performs accounting functions for tracking and reconciling commodity food items 

 Performs accounting functions regarding journal entries, budget revisions, etc. 

 Prepares financial transactions in the Department’s computer for all financial activities 

 Prepares documentation (e.g. reports, correspondence, etc.) to provide written support and/or convey 

information 

 Prepares authorization for payment of expenditures 

 Reconciles all bank accounts and fund balances 

 Responds to inquiries regarding various procedures and requirements to provide necessary information for 

making decisions, taking appropriate action, and/or complying with established fiscal guidelines 

 

Other Job Functions: 

 

Assists other personnel, as needed, to support them in the completion of their work activities 

 

Job Requirements – Qualifications:   

 

Knowledge, Skills and Abilities: 

 

Knowledge is required to perform mathematical functions for practical applications; to read technical information; 

to create and/or compose documents; to participate in panel discussions; to solve practical problems; and to deal 

with a variety of concrete variables. 

 
Skills are required to perform multiple specialized technical tasks.  Specific skills include administering personnel 
policies and practices; applying pertinent codes, policies, regulations, and/or laws; communicating with persons of 
varied cultural and educational backgrounds; operating equipment used in profession;  operating standard office 
equipment; performing standard bookkeeping/accounting procedures; performing standard clerical procedures; 
planning and managing projects; preparing and maintaining accurate records; and utilizing pertinent software 
applications. 

 

 

 



Food Service Accountant  – Continued  

Abilities are required to perform technical accounting, statistical, and audit work; to prepare clear and accurate 

financial statements and reports; to type 30 wpm; to interpret, apply and explain Federal, State, local, and District 

policies, rules and regulations; to speak and write clearly and effectively; and to establish and maintain cooperative 

relationships with those contacted in the course of the work. 

 

 

 

Responsibility:   This position monitors and/or oversees the use of funds with significant responsibility for care of 

assets.  The resources required (people, equipment, facilities, and/or funding) to perform job functions are of a 

moderate scope, and moderate opportunity exists for significant impact (positive or negative) on the organization’s 

mission.  Work is not normally reviewed in detail. 

 

Working Environment:  The job functions are generally performed in an indoor environment, requiring the 

following significant physical abilities:  reaching, handling, fingering and/or feeling, sensory speaking, hearing and 

visual.   

 

Educational Requirements:  A high school diploma or equivalent is required.  Appropriate community college 

and/or vocational coursework is desirable. 

 

Experience Requirements:  A minimum of two (2) years of job-related experience with increasing levels of 

responsibility is a prerequisite. 

Any combination of education and experience equating to the minimum qualifications, which, in the opinion of the 

District, would satisfy the desired knowledge, background, and practices sought may be considered. 

 

Licensing, Certification, Testing Requirements:  Fingerprint/criminal justice clearance and Tuberculosis 

clearance are required.   
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