CLASSIFICATION TITLE: JOB NUMBER: | AFFILIATION:

Accounting Specialist 7004 Unaffiliated
(Non-Union)

REPORTS TO: PAY GRADE: FLSA STATUS:

Designated Director, Manager, | 14 Non-Exempt

or Supervisor

GENERAL SUMMARY

Performs administrative support work involving financial and statistical record-keeping,
accounts payable, cashiering, customer service, and related work as apparent or
assigned. Work is performed under the close supervision of the assigned Director,
Manager, or Supervisor (supervisor).

CORE VALUES

All employees are expected to model and foster the City of Richland’s core values in the
performance of their duties and their interactions while representing the City. The values
of Teamwork, Integrity, and Excellence promote and maintain a high level of morale and
productivity, and are the tie that binds all City employees together, across all functions.

ESSENTIAL JOB FUNCTIONS

To be successful in this position, an individual must be able to perform each essential
function satisfactorily. Additional duties of a similar nature and level may also be
assigned. The City may make reasonable accommodations to enable a qualified
individual with disabilities to perform the essential functions.

¢ Maintains financial records; coordinates assigned accounting activities with other
functions; prepares and maintains a variety of statistical records and reports;
ensures compliance with State notification, research and remittance procedures;
posts, assembles, tabulates, compares and verifies financial and statistical data
related to assigned accounts.

o Completes banking transactions; prepares and maintains a variety of statistical
records and reports; ensures compliance with State notification, research and
remittance procedures.

e Compares, schedules, indexes and files bills, vouchers and other records;
collects and receives payments and assists customers as assigned; Balances
cash and prepares bank deposits; records and summarizes daily transactions.

e Audits reports of purchase orders and employee claims for expense; verifies
codes, signatures, budgetary funding, invoice number and correct discrepancies
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Understand and follow oral and written directions.

Work with and maintain confidential information.

Provide excellent customer service.

Communicate effectively both orally and in writing; comprehend and use English
effectively including producing all forms of communications in a clear, concise and
understandable manner to intended audiences.

Organize and prioritize a variety of projects and multiple tasks in an effective and
timely manner; work independently with little or no direction, organize own work,
set priorities and meet critical time deadlines.

Operate modern office equipment including personal computer equipment using
standard or custom’ :d software application programs appropriate to assigned
tasks.

Use tact, initiative, prudence and independent judgment within general policy,
procedural and legal guidelines.

Establish, maintain and foster positive and effective working relationships with
those contacted in the course of work.

SPECIAL REQUIREMENTS

Valid driver's license.

EDUCATION AND EXPERIENCE

High school diploma or GED and one (1) year of experience in an office, working with
financial records.

COMPETENCIES

Foundational

Use Technical/Functions' =~~~-tise: Displays an appropriate depth of knowledge
and skills as required for the position and commensurate with the time in class.
Uses technology as appropriate for the position. Seeks additional knowledge and
information to continually enhance knowledge in areas of specialty.

Be Ar~rnuntable f~- P~~~r~qnce:. Actively shows responsibility, reliability, and
trustworthiness. Ensures work and information are complete and accurate. Admits
mistakes and looks for ways to improve. Models self as dependable and reliable.
Follows up with others to ensure agreements and commitments have been fulfilled.
Values the importance of team and organizational success. Independently takes
action to influence events, to improve own or organizational performance and to
promote the goals of the organization.

brovide Excellent Customer Service: Anticipates, assesses, and responds
effectively to the needs of diverse customers, both internal and external, providing
consistently excellent service that is timely, accurate, courteous, and respectful.
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Authorization (for Arcnive)

The duties listed above are intended only as illustrations of the various types of work that
may be performed. ..ie omission of specific statements of duties does not exclude them
from the position if the work is similar, related or a logical assignment to the position.

The job classification does not constitute an employment agreement between the City of

Richland and any employee and is subject to change by the City as the needs of the City
and requirements of the job change.
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