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Job Class Description

BASIC FUNCTION:
3HUIRUP D YDULHW\ RI FRPSOH[ FOHULFDO�DFFRXQWLQJ GXWLHV LQ VXSSRUW RI DVVLJQHG DFFRXQWV DQG IXQFWLRQV
VXFK DV DFFRXQWV SD\DEOH� DFFRXQWV UHFHLYDEOH� SXUFKDVLQJ� DQG UHODWHG DFWLYLWLHV IRU DFFRXQWV RQ D
'LVWULFW�ZLGH EDVLV� SUHSDUH DQG PDLQWDLQ D YDULHW\ RI ILQDQFLDO DQG VWDWLVWLFDO UHFRUGV DQG UHSRUWV� 7KH
LQFXPEHQWV LQ WKLV FODVVLILFDWLRQ DVVLVW LQ VXSSRUWLQJ VWXGHQWV E\ SURFHVVLQJ DFFRXQWLQJ�UHODWHG GRFXPHQWV
DQG UHODWHG DFWLYLWLHV IRU DVVLJQHG 6FKRROV�'HSDUWPHQWV ZKLFK GLUHFWO\ VXSSRUWV VWXGHQW OHDUQLQJ�

DISTINGUISHING CHARACTERISTICS:
7KH Accounting Assistant II FODVVLILFDWLRQ LV WKH H[SHULHQFHG�OHYHO SRVLWLRQ LQ WKH VHULHV ZLWK
DFFRXQWDELOLW\ IRU DVVLJQHG DFFRXQWV RQ D 'LVWULFW�ZLGH EDVLV� ,QFXPEHQWV ZRUN XQGHU JHQHUDO VXSHUYLVLRQ
DQG SHUIRUP FRPSOH[�FOHULFDO DFFRXQWLQJ GXWLHV� 7KH Accounting Assistant I FODVVLILFDWLRQ LV WKH
HQWU\�OHYHO SRVLWLRQ LQ WKH VHULHV W\SLFDOO\ ZLWKLQ D VLQJOH GHSDUWPHQW RU SURJUDP� ,QFXPEHQWV ZRUN XQGHU
FORVH VXSHUYLVLRQ DQG SHUIRUP D YDULHW\ RI FOHULFDO�DFFRXQWLQJ GXWLHV LQ VXSSRUW RI DVVLJQHG DFFRXQWV DQG
IXQFWLRQV� 7KH Accounting Assistant III FODVVLILFDWLRQ LV WKH H[SHULHQFHG�OHYHO SRVLWLRQ LQ WKH VHULHV ZLWK
DFFRXQWDELOLW\ IRU DVVLJQHG DFFRXQWV RQ D GLVWULFW�ZLGH EDVLV� ,QFXPEHQWV ZRUN XQGHU JHQHUDO VXSHUYLVLRQ
DQG SHUIRUP FRPSOH[�WHFKQLFDO DFFRXQWLQJ GXWLHV�

ESSENTIAL FUNCTIONS, DUTIES, AND TASKS�
The following list of functions, duties, and tasks is typical for this classification. Incumbents may not
perform all the listed duties and/or may be required to perform other closely related or
department-specific functions, duties, and tasks from those set forth below to address business needs and
changing business practices.

3HUIRUP D YDULHW\ RI FRPSOH[ FOHULFDO�DFFRXQWLQJ GXWLHV LQ VXSSRUW RI DVVLJQHG DFFRXQWV DQG IXQFWLRQV IRU
DQ DVVLJQHG 'LVWULFW�OHYHO VHW RI DFFRXQWV�

&DOFXODWH� DVVHPEOH� PDWFK� VRUW� WDEXODWH� UHYLHZ� DQG SRVW D YDULHW\ RI ILQDQFLDO DQG VWDWLVWLFDO GDWD�
UHYLHZ� DGMXVW� DQG HQVXUH DFFXUDF\ RI OHGJHUV DQG MRXUQDO HQWULHV� EDODQFH� DGMXVW� DQG UHFRQFLOH DFFRXQWV�
UHYLHZ GDWD IRU DFFXUDF\ DQG FRPSOHWHQHVV� LQLWLDWH WUDQVIHUV DV DSSURSULDWH�

3URFHVV DFFRXQWV UHFHLYDEOH DV DVVLJQHG� FROOHFW� UHFHLYH� FRGH� DQG YHULI\ LQFRPLQJ PRQLHV� UHFHLYH DQG
SURFHVV YDULRXV IHHV DQG SD\PHQWV LQ SHUVRQ� YLD PDLO� RU RQ WKH WHOHSKRQH� SUHSDUH DQG SURFHVV UHFHLSWV�
FKHFN PRQH\ WRWDOV DJDLQVW UHFHLSWV DQG LQYRLFHV WR HQVXUH DFFXUDF\� SUHSDUH DQG GLVWULEXWH EDQN GHSRVLWV
DV UHTXLUHG� SUHSDUH LQYRLFHV DQG DUUDQJH IRU ELOOLQJV DV GLUHFWHG� LGHQWLI\ GHOLQTXHQW DFFRXQWV DQG VXEPLW
UHODWHG GDWD IRU FROOHFWLRQV�

$VVLVW WKH $GPLQLVWUDWRU� RU RWKHU VWDII� LQ H[SHQGLWXUH PRQLWRULQJ� FRQWUDFW FRPSOLDQFH� DWWHQGDQFH
DFFRXQWLQJ� DQG WKH JHQHUDWLRQ RI SHULRGLF UHSRUWV�

ACCOUNTING ASSISTANT II
DEPARTMENT/SITE: )LVFDO 6HUYLFHV 'HSDUWPHQW

RU DVVLJQHG GHSDUWPHQW
SALARY SCHEDULE:
SALARY RANGE:
WORK YEAR:

&ODVVLILHG %DUJDLQLQJ 8QLW
�� SHU ��������� 6FKHGXOH
�� 0RQWKV ���� 'D\V�

REPORTS TO: $GPLQLVWUDWRU
RU DVVLJQHG VXSHUYLVRU

FLSA: 1RQ�([HPSW
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5HFHLYH� UHYLHZ� DQG YHULI\ D YDULHW\ RI DFFRXQWLQJ LQIRUPDWLRQ� LQSXW D YDULHW\ RI DFFRXQWLQJ GDWD LQWR DQ
DVVLJQHG FRPSXWHU V\VWHP� LQLWLDWH TXHULHV� GHYHORS VSUHDGVKHHWV� DQG JHQHUDWH D YDULHW\ RI FRPSXWHUL]HG
OLVWV DQG UHSRUWV� PDLQWDLQ DXWRPDWHG ILQDQFLDO UHFRUGV�

&RPSLOH LQIRUPDWLRQ DQG SUHSDUH DQG PDLQWDLQ D YDULHW\ RI ILQDQFLDO DQG VWDWLVWLFDO UHFRUGV DQG UHSRUWV
UHODWHG WR SXUFKDVH RUGHUV� LQYRLFHV� LQFRPH� H[SHQGLWXUHV� JUDQWV� YHQGRU FRQWUDFWV� EXGJHWV� DQG DVVLJQHG
DFFRXQWV� SUHSDUH DQG UHFRQFLOH VWDWHPHQWV� OHGJHUV� EDODQFH VKHHWV� DQG RWKHU ILQDQFLDO GRFXPHQWV�

5HFHLYH� SURFHVV� VRUW� FRGH� DQG ILOH SXUFKDVH RUGHUV� FODLPV� UHTXLVLWLRQV� DQG LQYRLFHV DV DVVLJQHG�
SUHSDUH LQYRLFHV IRU SD\PHQWV� YHULI\ LQYRLFHV DQG PDWFK ZLWK SXUFKDVH RUGHUV� FKHFNV� DQG UHFHLYHUV�
PDLQWDLQ FRQWDFW ZLWK YHQGRUV WR PRGLI\ DQG FODULI\ LQYRLFHV DQG UHVROYH GLVFUHSDQFLHV�

$VVLVW GHVLJQDWHG GHSDUWPHQWV DQG SURJUDPV LQ WKH PDLQWHQDQFH DQG HYDOXDWLRQ RI EXGJHWDU\ UHFRUGV DQG
GDWD DV DVVLJQHG� PRQLWRU IXQGV IRU LQFRPH DQG H[SHQGLWXUHV� FDOFXODWH� SUHSDUH� DQG UHYLVH EXGJHWDU\
GDWD�

&RPPXQLFDWH ZLWK 'LVWULFW VWDII DQG RXWVLGH DJHQFLHV WR H[FKDQJH LQIRUPDWLRQ DQG UHVROYH LVVXHV RU
FRQFHUQV UHJDUGLQJ DFFRXQWLQJ�UHODWHG DFWLYLWLHV�

2SHUDWH D YDULHW\ RI RIILFH HTXLSPHQW LQFOXGLQJ D FDOFXODWRU� FRSLHU� WHOHSKRQH� ID[ PDFKLQH� VFDQQHU�
FRPSXWHU� DQG DVVLJQHG VRIWZDUH�

3HUIRUP YDULRXV FOHULFDO GXWLHV LQ VXSSRUW RI DVVLJQHG IXQFWLRQV DV UHTXLUHG� SUHSDUH URXWLQH
FRUUHVSRQGHQFH� SDUWLFLSDWH LQ UHJLVWUDWLRQ DFWLYLWLHV DV GLUHFWHG� GXSOLFDWH DQG GLVWULEXWH PDWHULDOV�

3HUIRUP FODVVLILFDWLRQ�UHODWHG GXWLHV DV DVVLJQHG IRU HQVXULQJ WKH HIILFLHQW DQG HIIHFWLYH IXQFWLRQLQJ RI WKH
ZRUN XQLW DQG WKH 'LVWULFW� LQFOXGLQJ YDULRXV PDQGDWRU\ 'LVWULFW WUDLQLQJV�

KNOWLEDGE AND ABILITIES:

.12:/('*( 2)�
0HWKRGV� SURFHGXUHV� DQG WHUPLQRORJ\ XVHG LQ FOHULFDO�DFFRXQWLQJ ZRUN�
3ROLFLHV DQG REMHFWLYHV RI VWDQGDUG DFFRXQWLQJ SUDFWLFHV�
)LQDQFLDO DQG VWDWLVWLFDO UHFRUG�NHHSLQJ WHFKQLTXHV�
3UHSDUDWLRQ� UHYLHZ� DQG FRQWURO RI DVVLJQHG DFFRXQWV�
3UHSDUDWLRQ RI ILQDQFLDO VWDWHPHQWV DQG FRPSUHKHQVLYH DFFRXQWLQJ UHSRUWV�
'DWD FRQWURO SURFHGXUHV DQG GDWD HQWU\ RSHUDWLRQV�
0RGHUQ RIILFH SUDFWLFHV� SURFHGXUHV� DQG HTXLSPHQW�
2SHUDWLRQ RI D FRPSXWHU DQG DVVLJQHG VRIWZDUH�
2UDO DQG ZULWWHQ FRPPXQLFDWLRQ VNLOOV�
,QWHUSHUVRQDO VNLOOV XVLQJ WDFW� SDWLHQFH� DQG FRXUWHV\�
0DWKHPDWLFDO FDOFXODWLRQV�

$%,/,7< 72�
3HUIRUP D YDULHW\ RI FRPSOH[ FOHULFDO�DFFRXQWLQJ GXWLHV LQ VXSSRUW RI DVVLJQHG DFFRXQWV DQG IXQFWLRQV�
3UHSDUH DQG PDLQWDLQ DFFXUDWH ILQDQFLDO DQG VWDWLVWLFDO UHFRUGV DQG UHSRUWV�
9HULI\� EDODQFH� DQG DGMXVW DVVLJQHG DFFRXQWV�
&RPSDUH QXPEHUV DQG GHWHFW HUURUV HIILFLHQWO\�
5HFRQFLOH� EDODQFH� DQG DXGLW DVVLJQHG DFFRXQWV�
$VVHPEOH� RUJDQL]H� DQG SUHSDUH GDWD IRU UHFRUGV DQG UHSRUWV�
:RUN LQGHSHQGHQWO\ ZLWK JHQHUDO VXSHUYLVLRQ�




