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Class Definition

Under cl ose supervision, perfornms Comm ssion-wi de accounting support

work, involving limted responsibility, conplexity, and variety.

Mai ntai ns routine financial records (e.g., accounts payable, payroll,

fixed

assets, etc.). Performs routine accounting support tasks to edit

i ncom ng docunents, prepare accounting data for conputer processing and

check

processed data. Perforns other related duties as assigned.

Exanpl es of |nportant Duties

1),

2).

3).

4) .

5) .

6) .

7).

Mai nt ai ns routine accounting files and records. Maintains routine
financial and accounting registers for entire Comm ssion (e.g.,
fixed assets, vehicles, contracts). Key in information from cash
reports using conputer termnal. Review conputer printout to
identify inaccurate or m ssing data. Checks purchasing records and
calls Conmm ssion units to obtain accurate and conpl ete data.

Makes corrections to registers.

Pays vendor invoices. Performs routine accounts payabl e work

(e.qg., utility bills, newspaper advertisenents). Receives bills.
Calls Comm ssion units if needed to obtain proper account nunber.
Sorts utility bills by account nunber. Checks billing accuracy

(e.g., proper nonth, no duplicates). Uses marker to highlight key
dat a.

Records data in | og book by batch number. Adds batch totals.
Sends bills to Data Processing Unit for data entry or keys in data
using conputer termnal. Checks accuracy of conputer printouts.
Makes corrections to printouts. Drafts voucher for paynent.
Reconciles nonthly statenents.

Performs routine billings for nonies due to the Conm ssion (e.g.,
commuti ng charges for take-honme cars, danmages to Conm ssion
property, permt review fees). Maintains various types of
financial records. Prepares and sends invoices. Receives and
records other paynents. Processes checks for deposit into

Comm ssi on accounts.

Responds to routine inquiries from Conm ssion units, enployees,
vendors, contractors and general public regarding status of
I nvoi ces, paynents and financial or accounting information.

| mpl enents and nmai ntains al pha-nuneric filing systenms. Searches
files to answer questions or assenbl e data.

Provi des support in preparation of Conm ssion payroll.
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| nportant Worker Characteristics

A. Some know edge of (1) bookkeeping; (2) Conm ssion organization;*
(3) Conmi ssion policies and procedures;* (4) |limted accounting
practices and procedures; (5) automated and nanual office
practi ces.

B. Skill in operation of (1) calculator; (2) mcro-conputer; (3)

m crofil m equi pment.

C. Ability to (1) understand a system of procedures; (2) calculate
fractions, decinmals, and percentages; (3) read routine reports and
correspondence; (4) write 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 enploynment in this job class.

M ni rum Qualifications

1. Hi gh school graduation or GED including or supplenented by;

2. Si x courses in accounting, bookkeeping, or related subjects; or
one year of accounting or bookkeepi ng experience; and

3. One year of specialized clerical experience in accounting or
bookkeepi ng; or

4. An equi val ent conbi nati on of education and experience.

Wor ki ng _Condi ti ons

Works in office. Considerable pressure to neet deadli nes.



