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Jurisdiction:
Cortland County

Jurisdictional Class:
Competitive

Adopted: 3/14/06  

ACCOUNTANT

DISTINGUISHING FEATURES OF THE CLASS: 

The work involves responsibility for maintaining the accounting records of a governmental agency according to established account classifications, procedures and practices including cashbooks, subsidiary journals and general ledgers.  The incumbent may assist administrative supervisors and higher level accountants in changing or establishing accounting procedures and may simplify existing systems.  The incumbent may oversee financial transactions, maintenance of accounting systems and records and preparation of reports and fiscal analyses.  Work is performed under the general supervision of the Treasurer and Deputy Treasurer, with leeway allowed for the exercise of independent judgment in planning and carrying out assignments.  Does related work as required.

TYPICAL WORK ACTIVITIES:
(Illustrative only)

Enters cash receipts, receives payments, reconciles cash drawer to receipt forms and prepares the daily deposit to be taken to the bank;

Prepares checks and electronic transfers of payroll funds to various banks, credit unions, State and Federal agencies, unions, etc. for payroll and withholdings.

Performs scheduled audits of County bank accounts used by departments other than the Treasurer's Office.

Performs internal audits on accounts, invoices and expenditures to prove mathematical correctness;

Reconciles bank statements and specific accounts;

Compiles lists of outstanding checks and contacts the payee or the issuing department for further follow-up;

Contacts vendors to order supplies for the office;

Assists the Deputy Treasurer in maintaining expenditure and budgetary control accounts;

Assists the Delinquent Tax Receiver in reviewing title abstracts for foreclosure notices;

Assists the Delinquent Tax Receiver in preparing and proofreading advertising notices and foreclosure notices;

Assists the Delinquent Tax Receiver with mailings and updating records;

Assists customers by phone or in person regarding tax payments, tax delinquencies and certificates of residency;

May perform general accounting duties such as general ledger journal entries, capital account payments. 

May prepare monthly balance sheet for presentation to the Budget and Finance Committee;

May prepare statistical reports and analyses such as cash flow, trial balance, expense/revenue reports, and debt payment schedules to provide information to assist the Treasurer in making financial decisions;

ACCOUNTANT-cont'd

May conduct audits of various financial records.

May assist in the organization and preparation of the annual budget including estimation of revenues and appropriations;

May participate in meetings concerning equipment purchases, capital construction and other expenditures which have an impact on municipal finances;

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:

Good knowledge of the principles, practices and terminology of general and governmental accounting and ability to apply such knowledge;

Good knowledge of financial administration including budgeting and reporting;

Good knowledge of office software, including Microsoft Word and Excel;

Working knowledge of office terminology, practices and procedures;

Working knowledge of the general principles of public finance administration, including budgeting and financial reporting;

Working knowledge of trends and current developments in the field of accounting;

Ability to review reports, find and define problems, and propose solutions;

Ability to cope with stringent deadlines;

Ability to devise and maintain accounting systems;

Ability to prepare and analyze complex financial and statistical records, reports and statements;

Ability to prepare and present complex oral and written accounting reports clearly and concisely;

Ability to perform detailed work including written or numeric data and to make arithmetic calculations rapidly and accurately;

Ability to follow complex oral and written instructions;

Ability to plan the work of others;

Ability to operate a computer terminal;

Good judgement;

Accuracy;

Physical condition commensurate with demands of the position.

MINIMUM QUALIFICATIONS:  

Graduation from a New York State or regionally accredited college or university with a Bachelor's degree which includes, or is supplemented by, at least twenty-four (24) credits in accounting, and two (2) years of experience as an accountant or auditor.


NOTE: 
1.) Bookkeeping experience will not be credited toward meeting the above qualifications.

2.) Possession of a New York State license as a Certified Public Accountant may be substituted for two (2) years of experience as an accountant or auditor.

3.) Preference will be given to applicants with fund balance accounting experience.

