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Accountant I

Job Characteristics

Purpose

Performs professional accounting work; examines, analyzes, and verifies fiscal records and reports; assists in the preparation of financial reports and provides advice and information on accounting practices and procedures; designs, develops and evaluates workflow processes for the financial system; may provide work direction to technical and clerical employees; performs related and other work as required all within the context of the City's Mission, Vision, Values Statement and a strong and progressive customer service orientation.

Equipment, Methods & Guidelines

Typically uses Federal and State regulations and reference materials, including Governmental Accounting, Auditing, and Financial Reporting, and GASB Bulletins; City policies, procedures, and budget; principles of governmental accounting and auditing using best practices as defined by current standards. Uses telephone, calculator, computer terminal, and copier.

Working Conditions

Work is conducted in an office setting.

Physical Demands

The work emphasizes speech, hearing, and vision; must be able to read small print from reports and computer screens. Requires occasional stooping and reaching for files.

Supervisory Guidance Received/Given

Although the supervision that is received is intended to provide general support and control, it may include more detailed instruction regarding work methods, particularly during earlier stages of employment. Completed assignments are reviewed upon completion by more senior Finance Department personnel, City Attorney’s Office and outside auditors. Plans and schedules own work to meet monthly and year-end closings deadlines and scheduled auditor visits.

Allocation Factors/Distinctions

Beginning level in the Accountant classification series.

Examples of Duties

1. Performs professional accounting work in accordance with a prescribed accounting system and generally accepted principles of accounting.

2. Verifies budget authorizations and approves purchase orders; verifies and approves fiscal documents such as warrants, and requisitions.

3. Prepares statements of financial condition, trial balances, statistical reports, and balance sheets; assists in annual budget preparation.

4. Analyzes and reconciles expenditure and revenue accounts and coordinates various accounting records with information received from data processing.
5. Assists in the preparation, analysis, and review of reimbursements, expenditures, fund condition, or other proprietary and budgetary accounts. Assists management staff with the interpretation of this information when making key decisions.
6. Reconciles bank accounts and various deposit accounts. Creates financial reports, statements, accounts and records of expenditures in a computerized environment.

7. Coordinates with Information Technology and the financial system software provider for the ongoing maintenance of the financial system.

8. Reviews entries made to various financial records for proper coding and maintenance of proper accounting procedures.

9. Maintains computerized general ledger and reconciles detailed accounts to general ledger controlling accounts using complex electronic spreadsheets and browser specifications of their on design.

10. Maintains records for City's fixed assets group of accounts in accordance with GASB 34. Performs various accounting responsibilities for grant funds.
11. Assists in the conversions and maintenance of the financial computer system.
12. May assist with the various payroll, accounts receivable, and accounts payable activities normally performed by clerical accounting personnel.

13. May provide work direction to technical and clerical employees.

14. Answers a variety of inquiries and provides information regarding the assigned Finance Department activities.

15. Promotes the City's Mission to make Concord a city of the highest quality by providing responsive, cost-effective, and innovative government services; understands and subscribes to the Vision and Values Statement adopted by the City.

Desirable Qualifications

Knowledge and Abilities

Knowledge of accepted principles and interrelationships of accounting, auditing, and fiscal management; of accounting systems and data processing interrelationships; of modern office methods, procedures, and equipment; and of spreadsheet software. Ability to effectively apply accounting and auditing techniques and procedures in the work performed; to prepare clear, complete, concise reports; to communicate effectively orally and in writing; and to establish and maintain cooperative relationships with those contacted in the course of work. 

Education/Experience

Any combination equivalent to experience and education that would likely provide the required knowledge and abilities would be qualifying. A typical way to obtain the knowledge and abilities would be:

Education: Possession of a Bachelors Degree in Accounting or a closely related field with coursework in Accounting.
Experience: Some accounting experience is desired; governmental accounting experience is preferred.

Other Requirements

A California Driver's License and a satisfactory driving record are conditions of initial and continued employment. 
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