APPLICATION PROCEDURE

Applicants must submit a letter of application,
current résumé, application & supplemental
application by the deadline date. Applicants also
must submit any other appropriate supporting
material which will be an aid to readers during the
screening process.

Application Packets must be received by:
Friday, January 19, 2018
Please send materials to:

Ms. Blanca Briceno
645 Wool Creek Drive; San Jose, CA 95112
Telephone: (408) 283-6233

SELECTION PROCEDURE

Letters of application, résumés, completed
application, and other material submitted will be
screened by a committee which will select the
most qualified candidates to be invited to a
qualifications interview.

The qualifications interviews will be conducted by
a panel which will evaluate job-related abilities
and recommend candidates for final selection by
the Executive Director of the Santa Clara County
Schools’ Insurance Group.

AN EQUAL OPPORTUNITIES EMPLOYER

Santa Clara County
Schools’ Insurance Group
“A Joint Powers Authority”

Invites Applications for
the Position of

Accountant

SANTA CLARA COUNTY
SCHOOLS’ INSURANCE GROUP
645 Wool Creek Dr.

San Jose, CA 95112



THE COUNTY

There are well over 1.9 million people residing in Santa
Clara County. The City of San Jose (population 1.03
million) is the seat of county government. There are
over 276,000 students in the county’s 20 elementary, 6
unified, 5 high school, and 4 community college
districts.

Santa Clara County is part of the region which has
become to be known as “Silicon Valley”. Although
“high tech” predominates, it is not the sole economic
factor in the valley.

THE SANTA CLARA COUNTY SCHOOLS’
INSURANCE GROUP

The Schools’ Insurance Group (SIG) is a Joint Powers
Authority (JPA) representing 28 elementary, secondary,
and unified school districts in Santa Clara County. The
services offered by SIG are comprehensive and include
management of programs of workers’ compensation,
property, liability, and employee benefits along with
wellness programs, as well as supervision and review of
third party claims processing.

THE POSITION

Under general supervision of the Executive Director, the
Accountant will perform professional and complex
accounting duties; assure compliance with generally
accepting accounting principles in the maintenance of
financial records, including general ledger, accounts
payable, accounts receivable, and related functions.

DUTIES

Assists in preparation of annual budget and monitors its
status; maintains general ledger, journalizes accrual and
reversing entries, preparing analyses to support
adjustments; reconciles accounts on monthly basis, as
needed to ensure accuracy and integrity of accounting
records; assures accuracy of periodic and year-end
closings. Processes accounts payable; recurring
warrants, reviews, audits, process and updates
information on purchase orders and vendor statements;
verifies and assures appropriate program or account
numbers, fund availability, and appropriateness of total
account structure; resolves discrepancies and takes
appropriate corrective action; traces budget revisions to
ensure availability of funds; enters account payable
information into system; following required procedures

to initiate payments. Process CalPERS payments and
semi-monthly payroll to vendor. Processes accounts
receivable; bill participating members for insurance
premiums and receives and process these and other
payments according to established procedures. Prepares
appropriate journal entries; verifies premium reports from
carriers and credits indicated on accounts or funds; enters
accounts receivable information into system. Processes
transfers for the workers” compensation, property and
liability, and benefit programs. Reconcile bank statements
for review by Executive Director. Assists in the
underwriting process for all programs; work with
individual members to obtain accurate property
information and payroll estimates. Reconcile workers’
compensation payroll from estimated vs. actual.
Administers member’s property and liability deductible
program and workers’ compensation safety credit
program; prepares appropriate billings and
correspondence. Communicate and assist members and
vendors on all issues relating to billing, collections,
payments, reports, and policy and procedures. Conduct
special financial, statistical and analytical studies.
Maintain accurate and well organized records. Provides
assistance to external auditors and actuaries as well as
internal consultants and tax consultants.

KNOWLEDGE AND ABILITIES

Candidate must have knowledge of accounting, auditing,
and budgeting practices, principles, and procedures.
Principles and procedures of financial record keeping and
reporting. Modern office methods, practices, procedures,
and computer operations and equipment. General
principles of financial management. Financial analysis
and projection techniques. Application of data processing
to accounting systems. Ability to exercise good judgment
and adaptability in following administrative procedures.
Learn, interpret and apply relevant laws, rules,
regulations, and guidelines. Establish and maintain
complex financial records and to prepare accurate
financial summaries and reports. Possess excellent people
skills. Effectively communicate in both oral and written
form. Handle with courtesy and tact a variety of stressful
situations including public contacts. Establish and
maintain effective working relationships with those
contacted in performance of assigned duties.

EMPLOYMENT STANDARDS

To perform this successfully, an individual must be able to
perform each essential duty satisfactorily.

The knowledge and abilities requirements are representative
of essential duties. Reasonable accommodation may be
made to enable individuals with disabilities to perform the
essential functions of the position.

EDUCATIONAL AND EXPERIENCE

Any combination of experience and education that could
likely provide the required knowledge and abilities would
qualify. A typical way to obtain the knowledge and
abilities would be:

Experience

Three years of increasingly responsible accounting
experience as a full-charge accountant in an accrual-based
computerized accounting environment; fund accounting
experience is desirable. Ability to write coherent
correspondence, reports and Board Agendas. Proficiency in
Microsoft Office including Word, Excel, PowerPoint and
accounting/financial databases.

Education

Associates Degree from an accredited college or university
with major coursework in accounting, finance, business
administration, or a related field.

Bachelor’s Degree preferred.

ESSENTIAL FUNCTIONS

Establish and maintain effective working relationships with
those contacted in performance of assigned duties. Must be
able to stand, sit, squat, bend, kneel, and twist on an
occasional basis. Must be able to lift up to 25 pounds on an
occasional basis. Must be able to use a keyboard and view
data on a screen on a daily basis. Must have a valid
California Driver’s License with excellent driving record.

SALARY AND BENEFITS

The Accountant will be compensated on the 2017/18 Salary
Schedule at a rate of $58,150 - $76,450 annually with
initial placement subject to negotiation depending on
qualifications. Benefits include employer contribution for
health, dental, vision, long term disability and life
insurance. Vacation and sick leave are also provided along
with CalPERS retirement. (Employee is responsible for
their portion of CalPERS.)



