
HUMAN RESOURCES DEPARTMENT

POSITION DESCRIPTION

TITLE: Accountant!! LAST UPDATED: 05/26/2016

DEPARTMENT: Financial Services JOB CLASS:

REPORTS TO: Financial Services Manager FLSA DESIGNATION: Exempt

Summary: Under general direction of the Financial Services Manager, the Accountant II performs
complex accounting duties, including general ledger reconciliations, financial reporting and record
keeping; maintains a variety of accounts and subsidiary ledgers and performs a variety of accounting
functions relative to assigned areas of responsibility.

The intent of this position description is to provide a representative summary of the major duties and
responsibilities performed by incumbent(s) in this position. Incumbent(s) may not be required to
perform all duties in this description and incumbent(s) may be required to perform position-related
tasks other than those specifically listed in this description.

Essential Job Functions:

• Performs professional accounting functions in compliance with generally accepted accounting
practices.

• Posts data to various ledgers, registers, journals and logs according to established accounting
standards and procedures.

• Prepares journal vouchers.
• Reviews various developer and sales/tax agreements, contracts, summarizes deal points to

determine the accounting transaction to be processed and communicates with city partners on
payments and other issues.

• Maintains an array of accounts on the general and subsidiary ledgers.
• Monitors, evaluates and reports grant activities.
• Reviews and posts cash packets from Central Cashier on a daily basis.
• Prepares invoices as needed for various city contracts and agreements.
• Prepares monthly fiscal reports, special reports and annual reports and returns relating to

assigned accounts. Maintains, reconciles and audits a variety of ledgers, reports and accounting
transactions to ensure accuracy.

• Enters updated information into select databases and maintains accurate records reconciling
these databases to the general ledger.

• Monitors and balances various accounts including verifying availability of funds and classifying
expenditures; research and analyze transactions to resolve problems relating to accounts for
various city departments.

• Monitors records and analyzes various revenue accounts including verifying funds received.
• Records transactions, maintain documentation and file various reports to state agencies and

federal agencies.
• Prepares end of year audit work papers for assigned accounts.
• Prepares various schedules, statements, notes and analysis in the Comprehensive Annual

Financial Report.








