ACCOUNT CLERK II

Nature of Work
Position involves accounting and clerical work.  An employee in this class performs work of verifying and recording monetary transactions and basic recording, bookkeeping, and accounting functions, generally requiring only initial instructions, and doing related tasks.  Work is performed within the limits of established practices and policies, and without close supervision, and the employee is responsible for the independent performance of the duties.  Work is reviewed either by a supervisor or by subsequent audit or control procedures.  When not engaged in fiscal activity, incumbents of this class perform varied clerical duties related to the function.
RESPONSIBILITIES AND ESSENTIAL DUTIES AND FUNCTIONS
An employee in this position may be called upon to do any or all of the following essential duties:  (These examples do not include all of the duties which the employee may be expected to perform.)

1.
Balance collections and prepare deposit slips.

2.
Post bills, fill out transmittal sheets, handle final and delinquent billings.

3.
Record and summarize motorized equipment costs, including depreciation, 
repairs, insurance, and fuel used and other costs.

4.
Balance receivables receipts with journal entries and deposits.

5.
Break down collections as to principal and penalty amounts.

6.
Prepare reports covering department programs, including filling out special 
forms.

7.
Prepare payroll and activity records.

8.
Prepare bills, interdepartmental charges, and customer change slips.

9.
Check billing registers and make necessary changes and corrections.

10.
Prepare and process requisitions for the purchase of equipment and 
maintain records on same.

11.
Answer phone, wait on customers, and issue permits.

12.
Keep roster of activities or schedule and notify affected personnel
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13.
Assist in preparing tax roll certifications of delinquent accounts, billing of 
special assessments, and handling discontinuance of service activities.

14.
Create and maintain files.

15.
Utilize computer to facilitate departmental operations.

16.
Perform related work as required.

ESSENTIAL QUALIFICATIONS AND KNOWLEDGE,

SKILLS AND ABILITIES FOR EMPLOYMENT
All of the following functions, qualifications, knowledge, skills, abilities (KSA’S) and duties are essential.  An employee in this class, upon appointment, should have the equivalent of the following:

· High school diploma or GED.

· Reasonable experience in performing elementary accounting bookkeeping 
or related work.

· Knowledge of elementary accounting and bookkeeping principles and 
procedures.

· Knowledge of modern office practices and equipment.

· Skill in the use of computer hardware and software and telephone systems.

· Ability to plan and organize bookkeeping work.

· Skill, speed and accuracy in performing clerical work.

· Ability to make rapid and accurate mathematical computations, 
correspondence and reports.

· Ability to treat the public tactfully and courteously.

· Ability to work effectively with other employees.

· Ability to see and hear well to complete duties 1-16.

· Ability to communicate effectively, verbally and in writing, to complete 
duty 11.

· Ability to work effectively with numbers to complete duties 1-10, and 13.
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The above statements are intended to describe the general nature and level of work being performed by people assigned this classification.  They are not to be construed as an exhaustive list of all job duties performed by personnel so classified.
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