
CITY OF HOLLY HILLPRIVATE 


JOB DESCRIPTION
JOB TITLE: 
    ACCOUNTANT
DEPARTMENT:     FINANCE 
   

GENERAL DESCRIPTION:

Performs highly responsible technical accounting work for the finance department. This employee is under the general direction of the assistant finance director, but is expected to exercise independent judgment. Ability to interact effectively with supervisors, staff, other employees, and the public in a friendly, courteous and professional manner, displaying actions and attitudes that support and encourage the highest levels of teamwork.  This position requires an individual who possesses excellent time management skills and organizational skills.  

ESSENTIAL JOB FUNCTIONS:
Shall assist (both the Finance Director and Assistant Finance Director) or be directly responsible (as delegated) for the following:
1. Insure that all financial transactions are properly recorded in their correct accounting periods in accordance with GAAP, GASB standards, and applicable state and federal regulations as applicable.
2. Insure City compliance with all IRS regulations as applicable.

3. Assist in the development, implementation and maintenance of City accounting policies and procedures, including operational manuals for staff employees.

4. Prepare or review journal entries, month-end entries, year-end entries, budget transfers and amendments, as applicable. 

5. Assist in contract and grant billing and management (including FEMA reimbursement activities) and monitor all accounts receivables to ensure City receives payments as appropriate.

6. Assist in the production of monthly trial balance for all City accounts, and certify that all G/L and budget entries are complete and accurate to allow for the preparation of monthly financial reports by the Finance Director. 

7. Reconcile or sanction reconciliation of City’s cash and investment accounts on a monthly basis or as required, recommending transfers between and among accounts to the Finance Director to insure adequate working cash to meet various operational requirements as delegated.

8. Prepare or assists in preparation of audit schedules and documents, working closely with the auditors in the preparation of annual financial reports. Insure compliance with audit management letter recommendations as directed by the Finance Director or Assistant Finance Director.

9. Support the Finance Director and Assistant Finance Director in meeting all financial accounting and reporting requirements for City’s Community Redevelopment Agency, including supporting additional financial auditing and reporting requirements as required by state regulations and statute.

10.  Provide technical accounting support and interpretation to management and employees as required, including assisting staff in the operation of the City’s Purchasing Card program as required.

11. Establishes and maintains financial and accounting records and related technical information in accordance with City policy.

12.  Other duties as assigned.

(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related duties as required.)

MINIMUM QUALIFICATIONS:
Essential:

· Bachelor’s Degree in Accounting from accredited higher education institution or equivalent work experience.  

· Minimum Two (2) years experience in public or governmental accounting. 

· Thorough knowledge of desktop office software, especially electronic spreadsheet functions.

Desired:

· Experience with Sunguard HTE Software
ESSENTIAL PHYSICAL SKILLS:

-
Acceptable eyesight (with or without correction)


-
Ability to communicate both orally and in writing.


-
Ability to access file cabinets for filing and retrieval of data.


-
Ability to sit at a desk and view a display screen for extended periods of time.


-
Ability to access, input and retrieve information from a computer.

ENVIRONMENTAL CONDITIONS:


-
Works inside in an office environment.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.) 
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