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         Classification Description

ACCOUNTING MANAGER
Department:  Budget & Finance






FLSA:  Exempt

Job Class #:  065000








Represented: No

Pay Range:
0E07

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 FUNCTIONS

This is highly responsible and complex administrative and professional work in the Accounting Division of Budget and Finance.  An employee in this classification is responsible for supervising various accounting functions and activities within a large governmental accounting operation.  Work includes supervising and providing technical assistance for payroll, accounts payable, accounts receivable, and general accounting activities. The duties of this position include highly responsible, administrative and supervisory responsibilities.  An incumbent exercises considerable responsibility for decision-making on both a technical and administrative level.  Considerable latitude exists for the exercise of independent judgement and action within the basic framework of relevant laws, codes, and regulations.  Work is performed under the general direction of the Director of Administration.

ESSENTIAL FUNCTIONS

Analyzes and makes decisions on the development and modification of existing and new accounting systems to improve procedures and assure conformity to policy and accounting principles.  Works with payroll and financial accounting system users and Information Services personnel.

Monitors and controls the timely and accurate generation of recurring monthly reports; controls closing of monthly and year end financial system files.

Plans, assigns, and reviews the work of staff members performing the payroll, accounts payable, accounts receivable, and accounting functions.

Prepares annual goals and objectives for the Accounting Division.  Provides quarterly progress reports.

Evaluates performance of subordinate employees; approves or denies vacation/sick leave requests, overtime, salary increases, promotions; and resolves employee grievances or disciplinary actions.

Ensures effective communication with county departments and staff to facilitate and ensure adherence to policies and procedures.

Works with outside agency administrative staff on processing policies and procedures for payroll and accounts payable activities.

Interprets and enforces compliance with state statues, county code and Budget and Finance policies.

Provides professional level accounting and financial reporting support, including the development of electronic financial reports and files using personal computer and main frame report writing software.

OTHER JOB FUNCTIONS
Performs other related work as assigned.

KNOWLEDGE, SKILL AND ABILITIES

Thorough knowledge of relevant policies, regulations, methods, and procedures with regard to payroll, governmental accounting principles, theories, and concepts.

Considerable knowledge of the Washington State Budgeting, Accounting and Report System (BARS) and federal, state, and local laws.

Considerable knowledge working with large automated payroll and financial systems; personal computer applications relating to payroll, accounting and auditing activities.

Knowledge of the principles and practices of public administration, organization and supervision.

Thorough knowledge of the current governmental accounting and financial reporting standards.

Knowledge of current literature, developments and trends in the accounting field.

Ability to develop and execute modern auditing and accounting methods, procedures, forms, manuals and records.

Ability to plan, assign, supervise and evaluate the work of subordinates.

Ability to express ideas and convey information effectively in oral and written communication with other employees, departments, outside agencies, and the general public.

Ability to read, interpret, apply and explain codes, rules, regulations, policies, and procedures.

Ability to examine, analyze, interpret, and verify financial documents and reports, to recognize irregularities and execute remedial action. Ability to physically perform the essential job functions.

Ability to meet the travel requirements of the position.

RECRUITING REQUIREMENTS
Graduation from a four year college or university with a degree in finance, accounting, public administration, business administration or a related field and four or more years of experience in governmental budgeting or accounting with at least two years experience in a supervisory capacity. Possession of  Washington State Certification as a Certified Public Accountant is desirable.  Additional education or experience may substitute for the recruiting requirements.
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