Cl ass Code: E12
Cty of Anaheim Cl assification
Cl ass Specification SENI OR ACCOUNTI NG SPECI ALI ST

Definition: Under noderate supervision, to performresponsible clerical accounting
work; and may serve as a | ead worker over a small clerical accounting unit, as assigned

Exanpl es of Essential Job Functions - Dependi ng upon areas of assignment,
responsibilities and duties may include, but are not linmited to, the follow ng

Perforns a variety of difficult accounting clerical work in specialized areas, such as
accounts payable, payroll, events and accounts receivable

May audit the work of accounting clerks.
Revi ews and approves invoi ces for paymnent.

May bal ance and reconcil e accounting | edgers, journals and accounting records
researches di screpancies and nmakes correct entries.

Prepares subsystem and journal entries for input into the autonated financial system
Revi ews tenant contracts for major events, accurul ates and integrates cost el enents from
a variety of sources, prepares billing worksheets and prepares invoices and warrant
requests.

Recei ves, conpares, nmatches and processes various documents, such as purchase orders
recei ving docunents, invoices, bail receipts, contracts, tax schedul es, payroll lists

billings, warrants, personnel status changes and time cards.

Communi cates with enpl oyees, vendors, tenants, customers and ot her agency officers
researches informati on and answers questi ons.

Inputs and retrieves data to and fromCty conputer system coding conmputer input forms
for entry into Gty's automated financial system

Delivers and picks up fromGity offices various accounting docunents

Fil es warrant copi es and support documnents.

Assi st in preparing special and recurring schedul es and reports, such as financia
schedul es and reports, expenditure reports, revenue reports, budget data and statistica
schedul es

Prepares nmonthly status reports for Accounts Payabl e Operations

Conposes routine correspondence

May present statistical reports and nake presentations at staff and/or other neetings

Operates a variety of equipnent, such as a typewiter, 10-key cal cul ator, word
processor, CRT, mcroconputer, photocopier and nicrofiche reader

Qperates a printer to print docunents stored in conmputer or word processor
Files materials into established filing systens.

Perforns other job related duties as required
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M ni mum Requi r enent s
Experience in: Perforning responsible and varied clerical accounting work.

Know edge of: Mbdern of fice equi prent and procedures; conputer terminal operating

nmet hods; busi ness mat h; advanced account record keepi ng net hods; effective | eadership
nmet hods; accounting principles, procedures and term nol ogy; data processing as applied
to accounting work; principles of supervision and training.

Ability to: Read, understand and apply noderately difficult materials; give accurate
and timely information; operate a cal culator by touch; operate a typewiter keyboard
with accuracy; operate a CRT/conputer terminal and use rel ated software; prepare
accurate and conplete billings and worksheets; prepare clear and accurate reports and
statenments; assign, check, correct and participate fully in the work of subordi nates
(dependi ng upon area of assignment); train assigned enpl oyees; establish and maintain
effective relationships with those contacted in the course of work

Supervi si on Exercised: Sone positions in this class assign, check, guide and correct
wor k of subordinates. |Incunbents do not select staff, evaluate enpl oyees or discipline
enpl oyees.

Supervi si on Recei ved: Wrks under technical supervision. Wrk in progress and
conpl eted work is reviewed periodically.

Career Ladder Information: Experience gained in this class nay serve to meet m ni hum
requi renents for pronotion to Accounting Technici an

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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