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ACCOUNTANT

JOB SCOPE:

The City Accountant is responsible for providing financial and administrative duties associated
with the management of general ledger accounts consisting of multiple governmental funds.
These duties include analysis and review of various municipal revenue sources and license fees
to ensure that municipal financial transactions are processed in an accurate and timely manner.
Receives, verifies, and reconciles financial transaction data in the City’s accounts receivable,
accounts payable, general ledger accounts.

MAJOR DUTIES:

Under the direction of the Finance Director, is responsible for maintaining the financial and
recordkeeping systems and processing financial transactions associated with municipal
services. The Accountant will collect money, issue receipts and record all transactions in the
accounting system. He/she will maintain a current, accurate filing system to ensure that all
records are secured.

Receive, record and deposit cash.

Assist in the preparation of deposits for receipts.

Maintains Accounts Payables records for all City departments expenditures and payments
for multiple funds including processing invoices for payments, coding invoices for general
ledger entries in the accounting system.

Maintains a current and accurate balance of the related general ledger accounts and
analyzes accounts for the nature and accuracy of transactions.

Assists the Finance Director in preparing monthly Budget vs. Actual Expenditures reports
for all funds, departments.

Assists Finance Director in processing bi-weekly payroll information and data; reviews
timesheets for accuracy, resolves discrepancies; inputs data into payroll system, verifies
proper payment amounts; reviews and balances payroll.

Performs related work as required.

KNOWLEDGE REQUIRED BY THE POSITION:

Proficiency in Microsoft Excel Word and PowerPoint skills needed

Knowledge of Generally Accepted Accounting Principles (GAAP);

Knowledge of Georgia record maintenance and retention laws;

Knowledge and application of computer hardware and software operations as they pertain
to accounting and financial functions;

Knowledge of municipal laws, policies, codes and regulations;



e Skill in the operation of modern office equipment and computer software;

e Skill in communicating detailed accounting information clearly and concisely;

e Ability to apply bookkeeping principles to the maintenance of standard fiscal and accounting
records;

e Ability to make arithmetic computations and tabulations rapidly and accurately;

e Ability to handle confidential matters with discretion;

e Ability to gather, organize and analyze data from multiple sources; ability to prepare clear
and concise reports and maintain important records;

e Ability to write clear, comprehensive explanatory texts to accompany financial reports;

e Ability to understand and follow oral and written instructions;

e Ability to produce verbal and written communications clearly and effectively;

e Ability to maintain sustained attention to detail and to work under the pressure of rigid
deadlines;

e Ability to establish and maintain effective working relationships with City Manager, City
employees, City officials and the general public.

Supervisory Controls: Work is performed under the general supervision of the Finance Director
and reviewed through the inspection of records and the evaluation of the efficiency and
effectiveness of operations.

Guidelines: Guidelines include governmental Generally Accepted Accounting Principles (GAAP),
Governmental Accounting Standards (GAS), State and Federal laws and regulations governing
municipal financial administration, City and departmental rules and regulations, and City
ordinances, policies and procedures. These guidelines are clear and specific but may require
some interpretation in application.

Complexity: Work requires analysis and judgment in accomplishing diversified duties. Work
requires the exercise of independent thinking within the limits of guidelines, policies, standards,
and precedents. Work consists of using governmental accounting principles and related
administrative and technical tasks.

Scope and Effect: This position is accountable for the accuracy and professional integrity of the
City's financial systems, compliance requirements, financial reports and analysis, and advice
given. Work is performed according to detailed and complex policies, regulations and/or
accounting principles requiring some independent judgment in interpretation and application.

Personal Contacts: Contacts are typically with Finance Director, City Manager, City Clerk, Director
of Human Resources and Risk Manager, Mayor, City Council, Department Directors, other City
employees and the general public.

Purpose of Contacts: Contacts are typically to give and exchange information and provide
services.



Physical Demands: The work is typically performed with the employee sitting at a desk. The
employee uses tools or equipment requiring dexterity.

Work Environment: The work is typically performed in an office.

Supervisory and Management Responsibility: None

MINIMUM QUALIFICATIONS:

Bachelor’s degree in Business Administration, Finance, Accounting, or related field; four (4) years
related experience; municipal or local government experience preferred; equivalent combination
of education and experience.

The Accountant pay will be commensurate with the chosen candidate’s qualifications and
experience. The targeted starting salary is between $57,300 to $72,600; negotiable depending
on qualifications. The City of Clarkston also offers an attractive benefits package, including health
benefits, dental, retirement plans, life insurance, sick leave, vacation leave, and paid holidays.

Interested candidates should submit a Resume, Cover Letter, and Professional References, to the
Director of Human Resources and Risk Management, Dr. Dwight L. Baker, via this online portal:
https://www.cognitoforms.com/CityOfClarkstonGA/EmploymentApplication

This position is open until filled.

No unsolicited letters, emails, telephone calls, or in-person submission will be considered in
fairness to other potential candidates for this position.

IMPORTANT: By submitting your resume online, you hereby authorize the City of Clarkston to
contact, obtain, and verify the accuracy of the information contained in this application from all
previous employers, references, and educational institutions. You also hereby release from
liability the City of Clarkston and its representatives for seeking, gathering, and using such
information to make employment decisions and all other persons or organizations for providing
such information.

You understand that any misrepresentation or material omission made by you on this application
will be sufficient cause for cancellation of this application or immediate termination of
employment if you are employed, whenever it may be discovered.

The City of Clarkston is an Equal Opportunity Employer and a Drug-Free Workplace. We do not
discriminate on the basis of age, gender, race, color, national origin, religion, disability, or any
other class or status protected by law.
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