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Classification Specification
	

	
	2110100

	
	ACCOUNTANT - ASSISTANT



Class Summary

The responsibilities of this classification include posting transactions and journal entries to individual accounts to accurately record the financial status of the county and collecting, retrieving, researching and reconciling financial information.

Distinguishing Characteristics

This is the first level within a three-level accounting classification series. This classification is distinguished from the Accountant in that incumbents spend the majority of their time preparing and posting accounting transactions and performing single-source reconciliation, while the Accountant reviews financial data, identifies and corrects discrepancies and prepares financial reports on an independent basis.

Examples of Duties (May vary by position)

1. Collect, retrieve and tabulate financial information.

2. Post transactions and journal entries to individual accounts to accurately record financial status.

3. Research accounting problems/issues.

4. Assist in the development and installation of new accounting systems or modification to existing systems.

5. Reconcile to the general ledger using supporting documents (bank statements, subsidiary ledgers, source documents, etc.) to ensure consistency and accuracy of data.

6. Prepare schedules and provide auditors with requested financial information/documentation.

7. Maintain computerized management information system.

8. Instruct other employees in section, train personnel in other units (inside and outside county government) in accounting policies, procedures and regulations.

9. Create computer spreadsheets to improve the gathering, reporting or logging of financial information and budgetary analysis.

10. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of various accounting processes

Knowledge of purchasing procedures

Knowledge of various automated financial management systems

Skill in use of personal and mainframe computers

Skill in use of basic math and bookkeeping

Skill in use of double-entry accounting systems

Skill in oral and written communications
Skill in balancing bank accounts

Skill in organization and time management
Skill in effectively handling multiple tasks and priorities

Skill in utilizing computerized and manual accounting systems

Skill in organizing materials and presenting them in a clear, concise and logical manner

Skill in adjusting to changing assignments and priorities

Licensing, Certification and Other Requirements
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	Assistant Accountant, Accountant and Senior
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