HELIX WATER DISTRICT

January 5, 2009
ACCOUNTING TECHNICIAN

JOB SUMMARY

Accounting Technician is a non-exempt technical class. Under general supervision, performs responsible accounting support and administrative work in the preparation, processing and maintenance of account-ing and financial records; and performs related duties as assigned.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Processes invoices for payment in accordance with District policies and procedures; ensures timely processing to receive payment discounts; verifies the accuracy of invoices; reconciles and resolves discrepancies in supporting documentation; answers questions from departments regarding payments; maintains files of supporting documents, pay requests and related materials; prints check registers.

2. Prepares bank and other reconciliations and schedules.

3. Prepares routine journal entries and other records and documents. 

4. Processes miscellaneous accounts receivable; sends bills, logs payments, balances schedules to the general ledger, explains charges to customers, makes collections calls and files small claims cases on uncollected accounts.

5. Processes the biweekly payroll.

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:
1. District rules, procedures and practices governing accounts payable and related financial trans-actions.

2. Basic bookkeeping and payroll practices and procedures.

3. Methods, practices, documents and terminology used in processing accounting transactions and in financial record keeping.

4. Standard office practices and procedures, including filing and record keeping

5. Basic principles and practices of business communication.

Ability to:
1. Operate a computer and standard word processing and spreadsheet software and other standard office equipment.

2. Organize, set priorities and exercise judgment within established procedures.

3. Make calculations and tabulations and review fiscal and related documents accurately and rapidly.

4. Understand and carry out written and oral instructions.

5. Prepare clear and accurate financial records and reports.

6. Establish and maintain effective working relationships with others encountered in the course of work.

Training and Experience:

Training and experience substantially equivalent to graduation from high school or G.E.D. equivalent, completion of a minimum of six semester units of college or vocational school bookkeeping courses and three years of progressively responsible accounts payable experience or experience performing book-keeping or financial or statistical record keeping. An Associate degree in accounting may substitute for one year of experience. Experience in payroll is desired but not required.

Licenses; Certificates; Special Requirements:

A valid Class C California driver’s license and the ability to maintain insurability under the District’s Vehicle Insurance policy.

PHYSICAL AND MENTAL DEMANDS AND WORK ENVIRONMENT

The physical and mental demands and the work environment characteristics described here are repre-sentative of those required for the performance of job duties.

Physical Demands:

While performing the duties of this class, the employee is regularly required to sit; talk or hear, in person and by telephone; use hands repetitively to finger, handle, feel or operate computers and other standard office equipment; and reach with hands and arms. The employee is frequently required to walk and stand and occasionally to lift up to ten pounds.

Specific vision abilities required by this job include close vision and the ability to adjust focus.

Mental Demands

ADVANCE \u 7
While performing the duties of this class, the employee is regularly required to use written and oral communication skills; read and interpret data, information and documents; analyze and solve routine problems; use math and mathematical reasoning; learn and apply new skills and information; perform highly detailed work on multiple, concurrent tasks; and establish and maintain effective working relationships with others encountered in the course of work.

Work Environment:

The employee works under typical office conditions and the noise level is usually quiet.

GM Approval:  ____________________
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