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        Classification Description

ACCOUNTING ASSISTANT 3
Department:
Multiple







FLSA: Non-exempt
Job Class #:  
150900; 461000; 870300; 679800




Represented: Both

Pay Range:
0K05; 2F05; 5J05; 5Y05
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION
This is responsible and varied technical accounting work for Pierce County.  Employees in this class are responsible for performing technical accounting work associated with the operation of double-entry financial and accounting systems.  Assignments may involve providing guidance and supervision for other office employees; performing a combination of technical accounting and financial functions requiring considerable understanding of the relationship of accounting records and documents, the significance of codes and classifications, and double-entry record keeping principles; and extensive customer contact to resolve problems and answer inquiries.  Positions of this class are normally responsible for the operation of a small fiscal record keeping unit which typically consists of four to ten staff.  Employees are expected to function with considerable independence and have latitude in exercising independent judgment, within the framework of existing accounting policies and procedures.  Work is performed under general supervision and is reviewed by an administrative superior through periodic conferences, reports, and through the adequacy and accuracy of resulting records, reports, and functions.

ESSENTIAL FUNCTIONS
Maintains, controls, and oversees the maintenance of general or subsidiary ledgers, balancing operations, pre-auditing functions, and various other accounting and clerical function; maintenance of activities such as receivables, payables, billings, payroll, purchasing, and related functions; reviews laws and procedures relevant to grant applications and operations; and performs site monitoring of subcontractor fiscal reports.

May provide guidance and supervision for other office employees.

Directs the processing of key personnel documents and payroll time records for County personnel; analyzes computer reporting and verifies accuracy of data and program effects; edits computer reports until final computer run is authorized.

Coordinates payroll processing from departments ensuring compliance and compatibility with County code, budget authorization, and payroll system; prepares procedural documentation for internal and external payroll processing.

Maintains, controls, and supervises the preparation of financial reports; prepares financial analysis of expenditures, operations, and related areas; conducts close-out procedures at termination of grants.

Performs and maintains a variety of financial transactions and records associated with the receipts and disbursement of funds.

Directs and participates in the workflow of the office to meet deadlines; coordinates scheduling with data processing to ensure timely reporting; ensures compliance with established policies and procedures; reviews and approves financial and statistical reports developed within the unit; assigns work to other fiscal support staff. 

Reviews operating budgets periodically to analyze trends affecting budget needs.  Reviews expenditures to ensure compliance with budget plan.

Oversees the proper accounting of and department compliance with budget, billing, and fiscal regulations of state and federal grants; works with subcontractors to ensure compliance with laws and regulations, formulation of budget billing and fiscal procedures and accounting for grant appropriations.

Uses automated software systems to analyze data and complete appropriate functions.

OTHER JOB FUNCTIONS

Assists in the formulation and presentation of budgets for controlling funds to implement program objectives of a department.

Assists in development and installation of new accounting systems, or of modifications to existing systems; identifies requirements and ensures that professional accounting standards are maintained.

Aids in defining detail requirements to obtain desired automated payroll system output for new applications.

May perform complex and technical duties in assisting customers by telephone and in person concerning billings, collections, delinquent accounts, procedures and regulations.

Performs other related duties as required.

KNOWLEDGE, SKILLS, AND ABILITIES
Considerable knowledge of the principles and practices of double-entry bookkeeping, and of accounting principles, theories, concepts, and terms.  

Considerable knowledge of the basic practices and principles of customer service to include telephone techniques and etiquette.

Knowledge of the basic methods and techniques of governmental accounting, including knowledge of the Washington State BARS system.  

Knowledge of general office practices, procedures and principles and practices relating to electronic data processing and system design.  

Considerable knowledge of federal, state, and local laws, regulations, and guidelines pertaining to the processing of personnel and payroll related work.  

Ability to evaluate and make recommendations concerning the upgrading of payroll procedures and systems.  

Ability to maintain composure and relate effectively to irate or emotional customers.

Ability to plan and direct special payroll related assignments, and to plan and oversee the activities of other employees.  

Ability to classify accounting transactions, maintain and reconcile accounts, close accounts, and prepare reports and statements.  

Ability to establish and maintain effective working relations with department staff, other employees, administrators, and the general public.  

Ability to understand and execute effectively oral and written instructions, and to apply available guidelines to varied situations.  

Ability to operate office equipment associated with the duties of the position at an occupational level.

Ability to physically perform the essential job functions.

RECRUITING REQUIREMENTS
Three years of progressively responsible bookkeeping, accounting, auditing or closely related work experience; or equivalent course work in bookkeeping, accounting, or closely related subjects relevant to the requirements of the position for a maximum of one year of the experience requirement; or any combination of experience/education which would clearly indicate the ability to perform the duties of the position.  Previous customer services experience desirable.
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