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Accountant I

Summary
Performs intermediate-level accounting work.  Work involves setting up and maintaining controls and records of materials, human resources, and financial transactions. May train in some phase of accounting work such as federal funds accounting, property and equipment control, cost accounting and payroll.  Works under close supervision with minimal latitude for the use of initiative and independent judgment.  
Responsibilities/Duties/Functions/Tasks  

1. Prepares unit-cost information, progress, or other reports.

2. Prepares trial balances, substantive financial statements, special exhibits, or schedules.

3. Prepares financial statements or assists in preparing more difficult financial statements and operating reports.

4. Prepares payment, cash, general journal, and related vouchers.

5. Researches reconciliations discrepancies and reports findings through detail analysis.
6. Checks accounting operations in progress, reviewing auditing completed financial records for accuracy and conformance with legal and departmental procedures and regulations.

7. Sets up and maintains accounting controls and records, reconciling discrepancies in accounting control mechanisms by resolving flagged error listings on computer runs.

8. May provide technical assistance to accounting clerical staff in clarifying operating problems, such as the allocation of income or expenses; cost accounting procedures; the closing, correcting, or adjusting of journal entries; and the preparation of special exhibits and schedules.
9. May be responsible for receiving, depositing, allocating, and auditing federal funds or special state funds or appropriations.
10. May maintain the depreciation schedule for fixed asset depreciable purchases.

11. May oversee annual inventory of equipment and supplies.

12. Performs related work as assigned.

Supervisory Responsibilities

This job has no supervisory responsibilities.

Experience and Education

Experience in auditing, accounting, budget preparation and analysis, and performance measurement reporting work. Graduation from an accredited four-year college or university with a major course work in Accounting or Associates Degree in Accounting, plus five (5) years experience in field.
 

Knowledge, Skills, and Abilities

Knowledge of accounting and management principles and practices; and of performance measurement and reporting.  Ability to analyze fiscal management information and determine the need and best use of funds; to identify and develop budgetary reports and schedules; and to analyze management problems and develop and present solutions.  Knowledge of workforce programs.  
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