HELIX WATER DISTRICT

April 8, 2000

SENIOR ACCOUNTANT

JOB SUMMARY

Senior Accountant is an exempt advanced journey level professional class. Under general supervision, performs professional accounting duties in the analysis, preparation and maintenance of financial records and reports for various District accounts and funds; and performs related duties as assigned.

DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Maintains, evaluates and update the District’s investments; maintains cash flow spreadsheet; makes necessary cash transfer investments, and reconciliations to appropriate accounts.

2. Plans and manages special projects and studies such as special audits, bond issues, annual cost studies, water rates study and annual budget; implements computer program enhancements; analyzes and implements improvements to existing internal controls, work practices, policies and procedures.

3. Coordinates year-end audit process for the entire District including preparing Request for Proposal for independent audit services; evaluates proposals and recommends CPA firm to the Board.

4. Analyzes formulas and recommends appropriate changes to contracts and agreements with other agencies for services such as sewer billing and treated water laboratory analyses.

5. Reviews monthly budget report; researches and analyzes variances between budget figures and expenditures. 

6. Conducts Board presentations regarding accounting and financial matters.

7. Provides training to managers regarding District accounting and budget principles and practices; provides technical training to department staff; prepares detailed documentation and analyses of departmental tasks, procedures and accounting software applications.

8. Responds to requests for information from employees, management, governmental agencies and the public.

9. Provides backup assistance for preparing monthly internal reports, posting, balancing and reconciliation of general ledger, work orders, financial statements and various other reports and accounting processes.

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:
1. Advanced principles, practices and terminology of general and enterprise accounting, including financial statement preparation and methods of financial control and reporting.

2. Budgeting principles, methods and terminology; advanced business math and statistics.

3. Cost accounting principles, methods and procedures.

4. Research methods and data analysis techniques.

5. Laws and regulations relating to the financial administration of public agencies.

6. Principles and practices of auditing and internal control.

7. Operations and uses of standard spreadsheet software.

8. Principles and practices of business information systems, particularly related to the processing of accounting information and interpretation of input and output data.

Ability to:
1. Make effective presentations to groups of various sizes.

2. Analyze, post, balance, reconcile, and audit complex financial data and accounts.

3. Gather relevant data, analyze problems, evaluate alternatives and make appropriate recommendations.

4. Prepare clear, concise and complete financial documents, statements and reports.

5. Maintain effective working relationships with staff and other agency personnel.

6. Communicate effectively and concisely, both orally and in writing.

7. Maintain confidential and sensitive information.

Training and Experience:

Training and experience substantially equivalent to graduation from a four-year college or university with a major in accounting or a closely related field and six years of progressively responsible professional accounting experience.

Licenses; Certificates; Special Requirements:

A valid 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.

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

Mental Demands

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 complex 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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