Board of Directors Meeting
July 20, 2011

Attachment A-III

SUFFOLK COMMUNITY COLLEGE ASSOCIATION, INC. 

ACCOUNTING ASSISTANT I

Position Description
The Accounting Assistant I reports to the Director of Business Affairs of the Suffolk Community College Association, Inc. and have the following responsibilities:

1. Perform all functions related to cash disbursements for the  Association, Foundation, SCHDHU and College’s International Program accounts; prepare accounts payable vouchers, review vouchers for proper documentation, enter into financial system, print and mail checks;
2. Serve as the primary receptionist for the Business office. Open and sort mail;
3. Preparation of reports, letters, and correspondence;

4. Assist with deposits and cash receipts for the Association, Foundation, SCHDHU and College International program when the Accounting Assistant II is out of the office;
5. Assist with the biweekly payroll checks for the Association when the Accounting Assistant II is out of the office;

6. Other related duties as assigned by the Director of Business Affairs.

