Board of Directors Meeting

July 20, 2011

Attachment IV
SUFFOLK COMMUNITY COLLEGE ASSOCIATION, INC. 

ACCOUNTING ASSISTANT II

Position Description

The Accounting Assistant II reports to the Director of Business Affairs of the Suffolk Community College Association, Inc. and has the following responsibilities:

1. Process all deposits and cash receipts for Association, Foundation, SCHDHU and College’s International Program accounts; research and process bounced checks;

2. Prepare biweekly payroll checks, review and maintain necessary employee certification forms and records; 
3. Process and file unemployment, workmen’s compensation and disability claims;
4. Assist in the preparation of reports, letters, and correspondence; 

5. Obtain Certificates of Insurance for sponsored events; secure additional insurance for art shows;

6. Maintain credit card records and applications; process credit card payments for the  Association,  Foundation, SCHDHU, and the College’s International Program;

7. Handle bids for vehicle purchases and the sale of all assets; maintain and update vehicle and driver registrations;

8. Schedule appointments, answer the phone, organize and maintain files, replenish office supplies, etc; 

9. Processing cash disbursements when Accounting Assistant I is out of the office;

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

