O ass Code: E25
Cty of Anaheim Classification
Class Specification ACCOUNTI NG TECHNI CI AN

Definition: Under direction, to perform specialized, conplex accounting clerical work
and to prepare for and represent the Gty in Snall dains Court actions. Sone positions
may be assigned as a | ead over other clerical accounting staff.

Essential Job Functions: Depending upon areas of assignnent, responsibilities and
duties may include, but are not limted to, the follow ng

For positions assigned | ead responsibility, assigns work, sets priorities, review work,
trains and eval uat es perfornmance

Audits, verifies, balances and ot herw se checks and corrects work perforned by
accounting clerical personnel

Bal ances and/or reconciles |edgers, journals, accounting records and reports with
control figures, analyzes accounts, researches discrepanci es and nakes correct entries;
reconcil es bank statenents.

Prepares special and recurring schedul es and reports, such as financial schedul es and
reports, expenditure reports, revenue reports, budget data and statistical analyses.

Conput es and prepares paynents for contractual services.

Bal ances cash anounts recei ved agai nst collections report and anounts pai d agai nst
i Nnvoi ces.

Contacts delinquent receivable custoners by tel ephone and arranges for paynent of over
due accounts.

Conpil es data for customers nmaking inquiries into invoices, paynents and col |l ections.
Negoti ates and writes debtor agreenents.

Revi ews del i nquent accounts and refers accounts to City Attorney's office, collection
agency or Snall dains Court.

Conpi | es evidence for Small Cains Court litigation in the collection of delinquent
accounts and represents the City in Small Cains Court actions.

Pursues coll ections on returned checks.
Prepares journal entries for supervisory review.

Al l ocates recei pts and charges to appropriate funds/accounts, including the positing of
col l ections receipts.

Mai nt ai ns | ogs and prepares accounting worksheets.

Conmput es, allocates and posts interest received and receivable for each fund
Mai ntain and control petty cash interest fund

Mai ntain and update on-line tinme payroll distribution system

Process conpl ex purchase power bills.

Work with on-1ine work order system as required

Files materials into established files.

Di stributes reports to departnents.
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Prepares nonthly reports

Qperates a variety of office equipnent, such as a typewiter, calculator, CRT and
m cr oconput er

Proof reads conpl ex accounting materials for clerical and numerical accuracy.
Conpiles information for a variety of statistical reports.

Conposes routine correspondence

Perforns other job-related duties as required

M ni mum Requi renent s:

Experi ence: Perform ng extensive responsi bl e doubl e-entry accounting, preferably with
nmuni ci pal accounting experience

Know edge of: Mddern office equi pnent and procedures; conputer term nal operating

net hods; English usage, spelling, grammar and punctuation; business math; accounting
principles, procedures and term nol ogy; advanced accounting record keepi ng procedures;
billing and collection of clains; data processing as it relates to accounting
principles of supervision and training.

Ability to: Miintain accurate records and controls; read, understand and apply
difficult naterials; operate a calculator and typewiter keyboard w th accuracy;
accurately and effectively process snall clainms paperwork and represent the Gty in
court; effectively operate a CRT and conputer terminal and use rel ated software; speak
clearly and distinctly; give accurate and tinely infornmation; prepare clear, concise and
easily understood statistical and narrative reports; understand pertinent procedures and
functions quickly and appl ying them without inmredi ate supervision; renain current on
accounting principles and small clains regulations; establish and naintain effective

rel ationships with those contacted in the course of work. (For positions assigned as

| ead, incunbents nust have the ability to effectively supervise and train assi gned

enpl oyees).

NOTE: Possession of or the ability to obtain a valid California Driver's License by
date of appointnent; and nmay be required to qualify for and naintain current status as a
California Notary Public

(Accounti ng Techni ci an)

Supervi si on Exercised: Sone positions in this class may provide | ead supervision over
other clerical accounting staff. Perforns duties such as nmking assignments, setting
priorities for, training and revi ewing the work of subordinates. Participates in hiring
and discipline. Conpletes perfornance eval uations.

Supervi si on Received: Wrks under technical direction of a Senior Accountant who
reviews work in progress and conpl eted work.

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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