George County School District

Job Title: Fixed Assets and Trave] Specialist

! Sel management, and state trave] requirements.
Skill in maintaining accurate, audit-ready records using a

ccounting and asset-tracking systems.
Ability to review travel documentation and vendor information for compliance and accuracy.

blished policies while maintaining confidentiality.

Minimum Qualifications:
® High school diploma or equivalent required; associate degree preferred.
¢ Demonstrated experience supporting business office, finance, or operational functions in a Mississippi
public school district or similar public-sector environment.
Working knowledge of fixed asset tracking, travel documentation, and compliance-based recordkeeping.
Ability to interpret and apply district policies and state travel requirements.
Proficiency in basic accounting systems, data entry, and documentation management.
Ability to work mndependently, maintain confidentiality, and meet compliance deadlines.

Reports To: Chief Financial Officer
Supervises: N/A

Duties & Responsibilities-

Fixed Assets
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Employee’s Printed Name

Employee’s Signature & Date

Supervisor’s Signature & Date
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