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Cl ass Definition

Under general supervision, perforns Conm ssion-w de accounting support
wor k invol ving noderate responsibility, conplexity and variety.
Mai nt ai ns conpl ex financial records (e.g., accounts payable, cash
managenent, payroll, etc.). Perfornms general accounting support tasks
to edit incom ng docunents, prepares financial data for conputer
processi ng and checks processed data. Assists in preparation of
docunments to support financial reports. Perforns other related duties
as assi gned.

Exampl es of | nportant Duties

1). Assists and/or participates in preparing payroll. Reviews tine
sheets to check accuracy and conpl eteness. Learns to update |eave
records. Assists in conputing weekly and biweekly salary (e.qg.,
hours worked times hourly rate, shift differential, overtine,

hol i day pay).

2). Prepares daily cash report. Mintains records of beginning
bal ance, transactions (e.g., investnents, adjusting journal
entries, payroll, transfers) and cl osing bal ances on daily basis.

Processes petty cash, refund, purchase advance and ot her
m scel | aneous checks and data enters into conputer system

3). Coordinates bank accounts by recording entries on bank | edgers.
Recei ves revenue fromall sources (e.g., rents, grants, property

taxes, insurance). Processes checks, assigns proper account
numbers to prepare for bank deposit. Oversees recording of daily
bank transactions by Clerks and Accounting Technician |I. My

I ssue stop paynent orders on |lost and stolen checks. Researches
unrecorded deposits. Makes adjusting journal entries.

4). Provides payroll data control. Receives payroll checks. Sorts
checks by code nunmber. Assenbl es batches of checks for data
entry. Adds batch totals. Checks proper account nunbers and
accuracy of data on conputer printout. Makes corrections to
pri ntouts.

5). Pays vendor invoices. Perforns conplex accounts payabl e work.
Receives bills. Researches billing problens and revenue rel ated
documents. Calls Conm ssion unit if needed to obtain proper
account number and to verify invoices. Sorts bills, verifies
accuracy, sends bills to data processing unit or keys in
i nformation on conputer term nal. Checks accuracy of conputer
printouts. Drafts vouchers for paynment. Reconciles nonthly
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Exanples of Inportant Duties (continued)

statements and accounts.
6). Responds to inquiries from Comm ssion units, enployees, vendors,

contractors and general public regarding status of invoices,
paynments, financial/accounting information and payroll checks.

7). Designs and maintains al pha-numeric filing systens. Searches files
to answer questions or assenbl e data.

8). Uses conmputer termnal to performdata entry duties for accounts
payabl e, payroll, bank deposits or other financial informtion.

| nportant Worker Characteristics

A. Good know edge of (1) bookkeeping; (2) Conm ssion organization;*
(3) Conmi ssion policies and procedures;* (4) routine accounting
practices; (5) automated and manual office practices.

B. Skill in operation of (1) calculator; (2) conputer term nal or
m cro-conputer; (3) mcro-filmequi pnment.

C. Ability to (1) apply principles to solve practical problens; (2)
cal culate fractions, decinmals and percentages; (3) read routine
reports and correspondence; (4) wite routine reports and
correspondence; (5) use proper spelling, punctuation and granmar;
(6) speak clearly; (7) organize work efficiently; (8) provide
courteous service.

* Devel oped primarily after enpl oynment.

M ni mum Qualifications

1. H gh school graduation or GED, which included or was suppl enent ed
by six courses in accounting, bookkeeping, or related subjects;
or one year of accounting or bookkeeping experience; and

2. Two years of accounting technician or equival ent experience; or

3. An equi val ent conbi nati on of education and experi ence.



Wor ki ng _Condi ti ons

Works in office. Considerable pressure to neet deadli nes.
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