RIVERSIDE COMMUNITY COLLEGE DISTRICT
NON-CLASSIFIED SHORT-TERM AND SUBSTITUTE
TEMPORARY POSITION DESCRIPTION

Finance Specialist
POSITION TITLE: P

Accounting Services / North Hall
DEPARTMENT / LOCATION: 9

BASIC FUNCTION:

Under the supervision of the area Manager, handles all phases of fiscal record keeping and
reporting of all receipts, expenditures, and transactions involved with the scholarship and
loan, student body funds, trust accounts, foundation and athletic exchange utilizing Datatel
and the County's Galaxy System.

REPRESENTATIVE DUTIES:

1. Coordinates accounting of ASRCC and disbursements of the Foundation & ASRCCD.
2. Posts and maintains journals and subsidiary ledgers including A/R and A/P.

3. Maintains a friendly, supportive atmosphere for students, staff, faculty, and the public.
4. Performs other duties, related to the position, as assigned.

QUALIFICATIONS:

EDUCATION: Graduation from high school or GED equivalent is required. Completion of courses in financial record
keeping is desirable.

EXPERIENCE: Three years of directly related experience in financial or statistical record keeping and full charge
bookkeeping is required.

KNOWLEDGE OF: Bookkeeping principles and fiscal terminology and their application; record keeping methods and
statistical clerical work.

ABILITY TO: Perform a variety of duties; keyboard at an acceptable rate; operate various office machines and equipment.

HOURS / DAYS: A Non-Classified Short-Term Employee is a temporary employee, exempt from the classified
service, hired to perform a service that is not needed on a continuing basis and is limited to 160 days per fiscal year. The
department budget may further limit these days.

A Non-Classified Substitute Employee is a temporary employee, exempt from the classified service, hired to replace a
classified employee who is temporarily absent from duty. Employment is limited to 160 days per fiscal year. The
department budget may further limit these days.

A temporary employee can work 8 hours per day, 40 hours per week. If a temporary employee works 1 hour per day, it
counts as one day towards the 160-day limit per fiscal year. Temporary employees are not exempt from overtime
provisions and are entitled to overtime pay for overtime hours worked.

OTHER: Candidate must demonstrate clear evidence of sensitivity to and understanding of the diverse
academic, socioeconomic, cultural, disability, and ethnic backgrounds of community college students, staff, and
the community.
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