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ACCOUNTANT JOB DESCRIPTION

General Statement of Duties

Performs administrative, clerical and analytical work in support of the utility billing, collections, payroll, account payables and other financial activities of the town.


Distinguishing Features of the Class

An employee in this class performs professional general accounting duties, which includes but not limited to payroll, account payables assistance, general ledger maintenance, budget monitoring and compliance, makes journal entries, reversing and correcting entries; analyzes balance sheets and expenditure reports.  Work involves public contact functions and coordination with other departments within the town's organizational structure.  Considerable tact and courtesy are required in these public contact functions.  Work is performed under general supervision of the finance director and is evaluated by observation and periodic conferences and thoroughness of assigned responsibilities.

Duties and Responsibilities
Essential Duties and Tasks


Assists finance director in planning and organizing town budgets.

Assists and maintains the disbursement of accounts including encumbering of purchases, auditing of invoices, preparing vouchers, posting invoices, reconciling and other necessary reports.


Performs a variety of accounting clerical work in auxiliary bookkeeping functions and activities.


Assists in the creation and implementation of various town accounting policies and procedures.


Prepares journal entries; conducts monthly and fiscal year closings.


Reconciles bank statements; reviews bank balances to monitor cash flows.


Reconciles County Tax Office property tax collection records to the general ledger monthly.

Reconciles and prepares monthly collections/expenditures for Chimney Rock Water and disburses amount due.
Oversees maintenance of records and files in accordance with the State’s Retention Schedule.

Assists Auditors with yearly audit and preparation of financial statements and reports.

Additional Job Duties
Backs up other staff as needed.

Performs related duties as required.


Recruitment and Selection Guidelines
Knowledge, Skills, and Abilities


Knowledge of governmental bookkeeping practices and procedures.

Knowledge of laws, rules, regulations, policies and practices to follow in an accounts receivable and payable function. 

Knowledge of standard operating practices involved in modern office operation and serving the public.



Working knowledge of computer operations.



Ability to understand and apply policies to the maintenance of financial records and reports.

Ability to operate calculator, computer , and related office equipment at the desired level of speed and accuracy.
Ability to make journal entries, reversing entries and correcting entries.

Ability to work patiently with the public and to work with interruptions.


Ability to make arithmetic computations accurately and with reasonable speed.



Ability to maintain accurate records and prepare moderately complex records and reports.

Ability to communicate effectively in oral and written forms.

Ability to establish and maintain effective working relationships with coworkers, public officials, and customers.

Physical Requirements
Must be able to physically perform the basic life operational functions of fingering, reaching, lifting, grasping, talking, hearing, and repetitive motions.

Must be able to perform sedentary work exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects.

Must possess the visual acuity to prepare and use figures and statistics, operate a computer, process bills, and proofread materials.
Desirable Education and Experience
Position requires a bachelor’s degree in accounting or business administration or a combination of at least 4 years accounting experience or equivalent combination of education and experience. 

Special Note:  This generic class description gives an overview of the job class, its essential job functions, and recommended job requirements.  However, for each individual position assigned to this class, there is available a completed job questionnaire with a physical abilities checklist that can give further details about that one specific position.  Those documents should be reviewed before initiating a selection process.  They can provide additional detailed information on which to base various personnel actions and can assist management in making legal and defensible personnel decisions.
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