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POSITION SUMMARY:  Maintains the City accounting and financial records under the general direction of the Deputy Finance Director/Treasurer.  Maintains controls over all general ledger accounts. Performs other related work including preparation of reports to outside agencies as required.

ESSENTIAL DUTIES AND RESPONSIBILITIES
· Assists in coordinating the processing of accounting functions.

· Audits and compiles all information in the support of journal entries.  Prepares all journal entries subject to review and approval of the Deputy Finance Director/Treasurer or his/her delegate.

· Maintains account controls and analyses or reviews details established by other sources such as data processing for all City general ledger accounts.

· Maintains and audits subsidiary records for grants, insurance,  bank reconciliation, and other specific areas which require the production of periodic reports.  Prepares the related reports

   
subject to review and approval by the Deputy Finance Director/Treasurer or his/her delegate.
· Reviews and verifies all activity including account distribution of all source data posted to the general ledger.

· Performs internal auditing of all departments' records and procedures including inventory, cash receipts, and other financial transactions.

· Budgeting and forecasting of City Departments.

QUALIFICATION REQUIREMENTS: 

Considerable knowledge of accounting, internal auditing, and mathematics. 

To perform this job successfully, an individual must be able to perform each essential duty satisfactory.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individual with disabilities to perform the essential functions.

1. Ability to communicate effectively in written and verbal form.

2. A high sense of responsibility and initiative to work  independently and productively without supervision and to work from oral and written instructions.

3. Ability to assist in properly scheduling data runs.
4. Ability to interpret and maintain Federal and State aid programs.
5. Proficient in Microsoft Office and other computer tools as required.

6. Ability to exercise good judgment, courtesy, and tact in maintaining effective public and employee relations.

EDUCATION and/or EXPERIENCE:
B.S. degree in accounting or equivalent combination of experience and advanced academic training. (Three years' accounting experience substitutes for one year of advanced academic training.) Minimum of 10 years of related experience.

PRE-EMPLOYMENT: 

Job offers for this position are contingent on the individual passing a pre-employment drug screen. 

LANGUAGE SKILLS:

Ability to read, analyze and interpret general government periodicals, technical procedures and government regulations. Ability to effectively present information and respond to questions from employees and the general public.

MATHEMATICAL SKILLS:
 Ability to coordinate and participate in accounting and bookkeeping operations and to prepare complex financial reports and other records.
REASONING ABILITY:

Ability to exercise good judgment, investigate, define problems and offer solutions, research and collect data, analyze information and establish facts and draw valid conclusions. 

TECHNOLOGY SKILLS:
Advanced spreadsheet and modeling experience.
OTHER SKILLS:

Ability to take initiative, interpret and apply policies and procedures, be organized, be detail-oriented, be prioritized, meet time-lines, set goals, implement changes, handle sensitive and confidential situations/information in a positive and proactive manner, work in a fast-paced environment, ask questions, give feedback and work independently, as well as within a team structure environment. Ability to interpret extensive variety of contractual language. 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk or hear.  The employee frequently is required to sit.  The employee is occasionally required to stand and walk.

The employee must regularly lift and/or move up to 10 pounds.

