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Classification Specification
	

	
	2110200

	
	ACCOUNTANT



Class Summary

The responsibilities of this classification include performing journey level accounting work in one of several functional areas including financial accounting, payroll operations, accounts payable, accounts receivable, fund accounting, treasury operations or similar areas.  Incumbents maintain and reconcile assigned accounts and compile and prepare financial data, statements and reports in compliance with County accounting policies, Generally Accepted Accounting Principles (GAAP) and Generally Accepted Auditing Standards (GAAS).  
Distinguishing Characteristics

This is the second level in a four level Accounting classification series.  Incumbents are fully proficient and perform a variety of accounting functions including maintaining ledgers, reviewing initial entries, providing information for the budgeting process, preparing year-end accruals, and interacting with customers and vendors to resolve complaints and concerns.  Incumbents may be assigned accounting responsibility for specific funds or subsidiary systems that are components of broader systems.  Incumbents research and advise staff concerning the treatment of transactions and perform periodic internal audits of accounts, identify and correct discrepancies, and balance and maintain accounts and ledgers.  
This classification differs from the next higher level in that a Senior Accountant has responsibility for financial fund reporting, preparing stand-alone financial statements and notes to those statements, and maintaining accounting systems that contribute to the Comprehensive Annual Financial Report (CAFR).
This classification is distinguished from the Business and Finance Officer (BFO) classification series in that the latter have broad responsibilities in business, financial/budgetary, policy, programmatic and operational areas of assigned department or division. 
Examples of Duties (May vary by position)
1. Perform a variety of accounting tasks such as maintaining ledgers, reviewing initial entries, providing information for the budgeting process, preparing year-end accruals, and interacting with customers and vendors to resolve complaints and concerns. 
2. Oversee funds generally described in the CAFR as non-major funds.
3. Review and analyze specific accounting procedures and systems to ensure efficiency and accuracy of process using GAAP.

4. Maintain and reconcile assigned accounts and financial systems.

5. Gather, compile, and prepare financial data, statements, reports, and accompanying explanatory notes in accordance with GAAP and GAAS.

6. Ensure tax and payroll related regulatory compliance.
7. Review reports and documents for compliance with state and federal regulations, contractual agreements, and policies and procedures.

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

9. Analyze, review, and prepare federal, state, and local tax reports.
10. Research and compile data related to coordinating department/division budgets, expenditures, revenues, billing, and collections from various grant/fund sources; prepare estimates and projections for management.

11. Manage investment and cash flow, analyze cash balances in funds, determine amounts needed for accounts payable and other transactions, calculate future interest earnings.

12. Gather fund information related to various subsidiary systems (e.g. payroll, accruals, accounts receivable, accounts payable, fixed assets, investments, etc.) and coordinate system inputs, reconcile to general ledger and prepare work papers that support financial information and final report conclusions.

13. Respond to and resolve customer service inquires that require a high degree of sensitivity, tact, and expertise in assigned area.
14. May lead lower level accounting staff.

15. Perform other duties as assigned.

Knowledge/Skills (May vary by position)
Working knowledge of Generally Accepted Accounting Principles (GAAP) and Generally Accepted Auditing Standards (GAAS)

Knowledge of and skill in governmental accounting

Knowledge of accounting structure, policies and operating programs of the county 

Knowledge of and skill in applying various financial and accounting principles, practices and methods

Knowledge of various automated financial management systems

Knowledge of and ability to apply federal, state, and local legislative guidelines

Knowledge of and skill in applying theories, principles and practices of payroll administration (some positions)
Skill in utilizing computerized, manual, and automated financial management systems

Skill in communicating effectively both orally and in writing
Skill in maintaining effective working relationships and working with a variety of individuals representing diverse cultures and backgrounds
Skill in interpreting laws, regulations, agreements, ordinance codes and resolutions 

Skill in creating complex computerized spreadsheets and word processing documents

Skill in evaluating and recommending internal controls
Skill in adjusting to changing priorities and handling multiple tasks simultaneously with attention to detail 

Skill in exercising sound professional judgments in maintaining confidentiality, releasing information and forecasting consequences of decisions made and recommendations offered
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.
Desired certifications include CPA, CMA, CIA, CPP, FPC
	FLSA Designation
	Non-Exempt  

	Levels within same series
	Assistant Accountant, Accountant, Senior Accountant, Principal Accountant

	Class History
	Created    10/2002

	
	Updated   12/2003  WC Code

	
	Updated
12/2007 Changed font and format

	
	Updated   9/2008  Created Principal level; updated language in all titles


Page 2
Accountant 

9/2008 version

[image: image1.png]