CITY OF SALEM 00030
ACCOUNTANT 11

NATURE OF WORK
Thisisadvanced and complex professiona accounting work. Thisposition may include supervisory duties.

Work involves responghility for performing and overseeing the activities involved in maintaining and
controlling financid records. Assignmentsinclude baancing financid records, preforming sudies, evauating
interna controls and implementing modifications as necessary. Work requiresinterpretation of professona
accounting pronouncements and implementation of those interpretationsinto daily procedures. Work aso
requires independent and responsible judgment in decison making. This classfication may provide
adminigrative direction over a smdl professond and clericd saff including directing project teams and
monitoring projects or providing job training. Full supervison of othersis not required in this class. Work
is reviewed by a supervisor through generd program assignments and are monitored through periodic
progress reviews. Work aso involves responshilities of internd auditing functionswithin or related to the
City operations.

Thework of thisclassfication differsfrom that of the Accountant by the additional authority and complexity
of respongbilities on adaily basisfor overseeing the activities in the maintenance of financid records. This
classficationdiffersfrom that of the Chief Accountant or Financiad OperationsManager by themorelimited
supervisory responsihilities and absence of on-going authority over the accounting system and support
sarvices provided by the Finance Department.

ILLUSTRATIVE EXAMPLES OF WORK

(Any dngle pogtion of aclasswill not usudly involvedl of the essentid dutieslisted and many positionswill
involve essentiad duties which are not listed.)

Reviews and manages the activities in the maintenance of financid records. Conducts research and
provides any requested financia data. Prepares diverse and complex financial reports. Contributes
suggedionsin the design, implementation and maintenance of computerized financid reporting systems.
Reviewsand supervisesdaily activities of professond and clerica aff. Providesassstance and responds
to inquiries from various City Department staff on fiscal matters. Suggests modifications to procedures,
computer system or related activities to enhance effectiveness of financia records maintenance. Reviews
and approvestransactions, internal and externa documentation, spreadsheetsand other related documents.

Reviews and maintains monthly, al genera ledger account balances for dl City funds. Controls and
balances monthly dl bank and investment accounts with genera ledger controls. Prepares final closing
entriesfor dl fundsin preparation of annua audit. Prepares Operating Statements on dl Enterprise Funds.
Reviews Revenue/Expenditure Reports to assure accurate postings.  Prepares entries to accurately
distribute property tax receipts. Prepares journd entries as required including interest distribution.

Perform specid audit functions as required. Provides any requested information to outside audit firms.
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Prepares a variety of diverse financid statements and reports.  Contributes suggestions in the design,
implementationand maintenance of compuiterized financia reporting sysems. Evauateinternd controlsand
develop procedures to strengthen both fiscal control and enhance processing.

Reviewsperformance of subordinate accountantsand clerical staff; interviewsand sel ectssubordinate saff,
evauates performance, issues discipline and approves leave as necessary.

Performs other related work as required.

WORK QUALIFICATIONS

Consderable experience involving professona accounting in private or  governmenta accounting;
graduationfrom afour year college or university with mgor course work in accounting, finance or business
adminigration or any equivdent combination of experience and training which provides the following
knowledges, skills, and abilities:

Thorough knowledge of professond accounting principles of governmenta accounting.

Congderable knowledge of modern office procedures as applied to amunicipa accounting system.
Consderable knowledge of governmental accounting, auditing and financid reporting.

Congderable sill to perform complex accounting work, prepare financid reports and statements.

Ability to develop and ingtall standard and specid accounting procedures, methods, forms and records.

Abilityto plan, organize, ingtruct and supervisethework of subordinate employeesand to maintain effective
relations with other employees and contacts outs de the organization.

Ability to utilize a micro-computer and spreadsheet software.
Ability to communicate effectively, both ordly and in writing.

Some positions may require possession of avalid Oregon driver'slicense or Class C license and the ability
to meet City driving Standards.

Work is performed in an office setting during standard business hours with occasiond evening meetings.
Work involves menta concentration on details, reacting to interruptions and changesin priority, operating
avariety of modern office equipment including persond computers and andyzing informeation generated by
computers. Work may involve participating in avariety of meetings a varying locations.
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