
 

 

 

 



 

 

Salary/Benefits: According to the WEA Unit E contract 

 

Performance Responsibilities: 

● Reviews and/or enters all purchase requisitions for appropriateness, accuracy of account 

information, and available funding. 
● Contacts Principals and Department Heads for clarification on any requisitions. 
● Refers unresolved matters and/or concerns to the Director of Accounting and Business 

Services. 
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