O ass Code: E24

Cty of Anaheim CLASSI FI CATI ON:
Class Specification ACCOUNTI NG SPECI ALI ST
DEFI NI TI ON:

Under supervision, to performclerical accounting duties of noderate difficulty; and to
enter data into a conputer termnal in either Finance - Accounts Payabl e and/or Accounts
Recei vable or for a satellite facility.

EXAMPLES OF DUTI ES - Depending upon areas of assignnment, responsibilities and duties nay
include, but are not limted to, the foll ow ng:

Perforns a variety of internediate |level accounting work in specialized areas, such as
accounts payabl e, accounts receivable, payroll, or for a satellite facility

Qperates a variety of office equipnment, such as a typewiter, 10-key calculator, word
processor, CRT, mcroconputer, photocopier and microfiche reader

Makes arithmetic conputations.

Recei ves, conpares and matches various docunents, such as purchase orders, receiving
docunents, invoices, bail receipts, contracts, tax schedules, payroll lists, billings
warrants, personnel status charges and tinme cards.

Processes warrant requests for city departnents.

Processes direct paynents for contract work performed for various city departnents
i ncl udi ng public works contracts.

Sets up files for new vendors.
May nonitor the departnent petty cash fund

Communi cates with enployees, vendors, tenants, custonmers and other agency officials;
researches informati on and answers questi ons.

Revi ews routine tenant contracts, conpiles data to support charges to tenants, prepares
billing worksheets, including paranedic fee program docunents, and prepares invoices and
warrant requests.

May enter information into CRT related to departnent payroll

Inputs and retrieves data to and fromCty naminfrane conputer system

Codes conputer input forns for entry into City's autonmated financial system

Delivers and picks up fromGty offices various accounting docunents.

Makes fund adj ust nents.

Recei ves, opens, date stanps and distributes incom ng mail

Files materials into established filing system

Conposes routine correspondence

Qperates printer to print docunents stored in conputer

Perforns other job-related duties as required
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M NI MUM REQUI REMENTS!

Experience in: Performng journey-level clerical accounting work.

Know edge of: Basic accounting principles; business nmath and record keepi ng net hods.

Ability to: Perform accurate and appropriate clerical accounting functions; give
accurate and tinely information; prepare accurate billing worksheets, invoices and
warrant requests; operate a conputer termnal; operate a calculator quickly and

accurately; nmmintain accurate records and files; operate a typewiter keyboard with
accuracy; establish and maintain effective relationships with those contacted in the
course of work

Supervi sion Received: Wrks under technical direction. Wrk in progress and conpleted
work is reviewed regularly.

Career Ladder |[|nfornmation: Experience gained in this class nay serve to neet mininmm
requi renents for pronotion to Senior Accounting Specialist or related classes.

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accommodate individuals with disabilities.
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