C ass Code: Ho4

Cty of Anaheim Cl assification:
Cl ass Specification AUDI T TECHNI Cl AN
DEFI NI TI ON:

Under general direction, to performconplex and specialized clerical work for the Gty's
Managenent Audit Division.

EXAMPLES CF DUTI ES:

Conpares State sales tax data with Business License data and determi nes any m ssing or
exceptional data for all businesses in Anaheim

Answers questions fromthe public concerning Business License and sales tax information.

For all exceptions under sales tax and business license, wites to businesses requesting
exception expl anation; eval uates response for conpl et eness.

Foll ows up on all exceptions to ensure that Anahei mreceives the correct ampunt of
t axes.

Researches and prepares various reports as requested by staff.

Qperates multiple environnent to enter, edit, and eval uate data usi ng mai nfrane,
dat abase, spreadsheets and word processi ng prograns.

Devel ops filing systens for record storage and retrieval including establishing and
nodi fyi ng Record Retention Policies in cooperation with the Program Devel oprent and

Audi t Manager.

Assi sts Managenent Auditors/Analysts with routine assignments such as inventory, data
entry or petty cash verification.

Supervi ses tenporary personnel performng data entry and word processing.
Serves as systens administrator for departnmental Local Area Network (LAN).
Provi des backup support to Division secretary.
Perforns other job related duties as required.

M N MUM REQUI REMENTS:

Experience in: Responsible experience in performng conplex clerical accounting or audit
wor K.

Know edge of: Mbdern office equi prent and procedures including records management
systens; Local Area Network (LAN) computer adninistration; nunicipal code related to
Busi ness License and Sal es Tax; advanced principles and net hods of busi ness
correspondence and report preparation; business math; audit procedures; conputer
term nal operating nmethods; English usage, spelling, grammar and punctuati on.

Ability to: Operate word processor, mainfrane termnal and conmputer termnal; prepare
accurate and conpl ex spreadsheets and dat abases using various software applications;

mai ntai n accurate records; define problenms and recommend effective alternatives;

interact effectively at all organizational levels, and with nmenbers of the public;

recei ve confidential information and maintain confidentiality; wite and direct business
correspondence and routine reports; speak clearly and distinctly; prepare clear, concise
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and easily understood statistical and narrative reports; understand pertinent procedures
and functions quickly and apply them w t hout imedi ate supervision; establish and
mai ntain effective relationships with those contacted in the course of work.

Supervi sion Exercised: Plans, trains, reviews and directs the work of tenporary
per sonnel .

Supervi si on Received: Wrks under technical direction of the Program Devel opnent and
Audit Manager who reviews work in progress and conpl et ed work.

NOTE: The above statenents are intended to describe the general nature and | evel
of work being performed 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 requirenents are subject to possible nodi fication to
reasonably accommpdate individuals with disabilities.
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