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CLASS SPECIFICATION
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Grade 18


ACCOUNTANT/AUDITOR I
DEFINTION OF CLASS:

This is entry level professional accounting/auditing work providing analysis and preparation of financial and budgetary statements and reports or performing a variety of audits of the County's financial and finance‑related operations which may include outside agencies and business firms.  Contacts include department/agency personnel, representatives of other public and private agencies and the general public to coordinate work, provide and obtain information and resolve problems.  This class of work may entail some public service/assistance, but it is incidental to the primary focus of the work performed.

An employee in this class performs professional accounting assignments which require analysis and selection of an appropriate course of action or performs auditing work either as an internal auditor reviewing County operations, or as an external auditor assessing the tax obligations of outside organizations to the County.  Guidelines are provided in the form of laws, precedents, procedures, policies and professional association standards which generally are carefully followed.  Work is usually performed under direction of a more senior Accountant/Auditor and reviewed in progress and upon completion for adequacy and compliance with established procedures.  The complexity of this work is marked by accounting duties/assignments which consist of steps and procedures covered by different guides from where the employee selects appropriate actions.  The impact of the work is realized by the accuracy and timeliness of financial statements and reports used by departments/agencies within the County and by the accuracy of audit reports and recommendations to managers to improve the efficiency and effectiveness of their programs and activities.  Work is normally sedentary and performed in an office environment with no significant hazards.

EXAMPLES OF DUTIES:  (Illustrative Only)

· Prepares analyses of statements and reports and makes recommendations regarding the analysis.
· Prepares bills and analyzes and reconciles accounts receivables.

· Analyzes assigned accounts on periodic basis in preparation of yearend closings.

· Prepares records for the disbursement of funds to State, bi-County, regional, metropolitan, or other special tax accounts.

· Prepares financial statements for the Annual Financial Report.

· Serves as financial resource person and establishes liaison with different agencies throughout the County to explain accounting procedures necessary to fulfill accounting requirements.

· Takes trial balances and reconciles with account control records.

· Provides assistance to outside auditors by preparing workpapers and financial reports as required.

· Performs related duties as required.

KNOWLEDGE, SKILLS AND ABILITIES:

· Knowledge of accounting principles and practices.

· Knowledge of modern office practices and procedures, including FAMIS and spreadsheet programs (LOTUS 123, Multiplan) for personal computers.

· Knowledge of, or the ability to rapidly acquire knowledge of, governmental laws, rules and regulations governing accounting activities of the County Government.

· Ability to organize, to analyze, and to interpret financial data to solve fiscal management, accounting and taxation problems.

· Ability to deal tactfully, effectively and equitably with people.

· Ability to communicate effectively, both orally and in writing.

· Ability to attend meetings or perform other assignments at locations outside the office.

MINIMUM QUALIFICATIONS:

Experience:  One (1) year of professional experience as an Accountant.

Education:  Graduation from an accredited college or university with a Bachelor’s Degree in Accounting, or in a related field such as Public Administration or Business Administration with a major in Accounting.  Proof of current or previous licensure as a Certified Public Accountant may be substituted for a degree in Accounting or a major in Accounting, or graduation from a recognized school of accounting with a degree in Accounting.

Equivalency:  An equivalent combination of education and experience may be substituted.

LICENSE:

· If required by the position of assignment, possession and maintenance at all times of a valid Class “C” (or equivalent) driver’s license from the applicant’s state of residence.
PROBATIONARY PERIOD:
Individuals appointed to a position in this class will be required to serve a probationary period of six (6) months, during which time performance will be carefully evaluated.  Continuation in this class will be contingent upon successful completion of the probationary period.

MEDICAL EXAM PROTOCOL:  Medical History Review.
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