CITY OF SALEM 00025
ACCOUNTING ASSISTANT |

NATURE OF WORK
This is basic accounting and fund reconciliation work. It may involve extensve customer service contact.

Work involves performing avariety of account maintenance determining correct recording of transactions
invarying circumstances. Work involves reviewing documents for completeness, accuracy and posting
information in atimey accurate manner; balancing various funds and receipts, and asssting the public with
avariety of sarvicerequestsand cashiering. Work may involve providing some office support servicessuch
as mail, preparation of correspondence and other related skilled office services. Employees of this class
must be knowledgesble of posting and accounting procedures, and utilize a variety of modern office
equipment in performing routine duties.  Work is performed within limits of an established accounting
system with initiative after an initiad training period and is reviewed by a superior for conformity to
established palicies, procedures, and legd ordinances. Training of new employeesor volunteersor limited
work direction may be required, but on-going work direction and full supervison are not required of this
class. Thisisnot afull supervisory classfication

This classfication is digtinguished from generd dericd dassfications by the requidte requirement of an
accounting background. It is distinguished from the Accounting Assstant |1 by the more routine nature of
the transaction processing, baancing, cashiering and clerica services.

ILLUSTRATIVE EXAMPLES OF WORK

(Any snglepostion of acdlasswill not usudly involvedl of theessentid dutieslisted and many positionswill
involve essentiad duties which are not listed.)

Reviewsinvoices, vouchers, citations, satements and expenditure documents for accuracy, completeness
and gppropriate account designations. Determines if sufficient information is present to record the
transaction into the accounting system(s). If information or approvals must be gathered prior to recording
the transaction, initiates acquisition of needed information by directing the customer to proper source of
informationor corresponding with customer concerning required information. Balanceslike documentsfor
entry into computer systems, account records or other ledgers and journds. Maintains ledgers, journds
and subsidiary records and balances againgt other records. Reviews entries against source documents for
accuracy and verifies balances. Resolves discrepancies in account records or source documents of a
routine nature. Makes approved transfers to and from budgetary accounts and bal ances accounts against
control data within established procedures.

Assists municipd departments by providing information concerning financid activities involving ther
accounts. Providesrequested information in reportsand written documents. Gathersfinancid information
from of well known sources into reports.
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| dentifies accounts receivable and payable problems where there are discrepancies. Asssts avariety of
public, busness and government agencies in understanding municipa accounting, billing and payment
systems and inresolving routine discrepancies. Recalvesavariety of cash payments, initiating receipts, and
posting information into accounting system.  Describes procedures concerning petty cash, citations, and
collections of aroutine nature to customers.

Performs routine clericd services such as filing, word processng, mail distribution, maintaining office
supplies, etc. May assst in training other accounting clerks and other clerica personnd.

Performs other related work as required.

WORK QUALIFICATIONS

Experience in accounting and clerical procedures (experience with governmenta fund accounts is
desirable); graduation from high school supplemented by coursesin accounting and government accounting;
or any equivaent combination of experience and training which provides the following knowledges, kills,
and dbilities:

Knowledge of the gpplication of entriesinto accounting systemsand ramification of accounting transactions
to accounts particularly related to government accounting.

Knowledge of business standards, methods, and practices.

Knowledge is specific area of postion's assignment is desirable such as accounts payable, accounts
receivable, etc.

ill in the operation of modern office equipment including keyboarding, persona computersincluding skill
in the use of word processing, spreadsheet and data base software.

Ability to apply accounting procedures in maintaining control records and preparation of financia
satements.

Ability to make arithmeticad computations quickly and accurately.
Ability to establish and maintain good working relaionships with other employees and the public.

Some positions may require possession of avalid Oregon driver'slicense or Class C license and the ability
to meet City driving Sandards or dternate means of collecting information or attending meetings.

Work is performed within an office setting.
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Personne Director
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