 SEQ CHAPTER \h \r 1CITY OF ADA

JOB DESCRIPTION
JOB TITLE: Assistant Clerk for Payroll and Accounting 

DEPARTMENT: City Clerk 

SALARY GRADE: 11

DATE APPROVED: November 10, 2016 

GENERAL STATEMENT OF DUTIES
This employee assists with the daily operation of city government activities and support services under the general supervision of the City Administrator with a primary focus on bookkeeping.

Under limited supervision, performs bookkeeping and clerical duties involving financial transactions as needed.  Work may include but will not be limited to initiating and completing transactions pertaining to payroll, accounts payable, accounts receivable, utility billing and receipts.  Performs related work as required.  
ACCOUNTABILITY:
Reports to: City Administrator 
RESPONSIBILITIES AND DUTIES:
Assists with the preparation and administration of the city budget, as well as the development of documents such as the capital budget plan, personnel policies and procedures, etc.

Responsible for typing minutes of council meetings.

As assigned by the City Administrator, consults and cooperates with committees and community groups. Prepares reports, agendas, and other information for submission by the City Administrator to the governing body or other groups.
Performs all payroll functions including maintenance and issuance of time cards, payroll reports, taxes and issuance of paychecks. Completes all reports related to payroll as required by law or as needed by administration. 

Maintains personnel files in accordance with regulations.

Maintains the strictest of confidentiality in all payroll and personnel matters.

Maintains the City of Ada’s web page.

Assists with accounting duties including but not limited to: maintaining Accounts Payable, Utility Billing, and Accounts Receivable.  

Assists the public in bill payments/collections and inquiries in person, writing, or by telephone.

Operates a variety of office machines including computer, typewriter, calculator, and copier.

Performs other duties and responsibilities as may be delegated by the Clerk/Treasurer.
Promote the City of Ada and all of its entities in a positive manner.
QUALIFICATIONS:
Education and Experience
Graduation from an accredited college or university including or supplemented by accredited courses in accounting, business administration, political science, public administration, economics, or city management. Four-year degree preferred; experience may substituted for education. Special preference will be given to those with accounting experience and education.  
A two year vocational level accounting course is acceptable with two years of municipal fiscal record keeping.  Related business or municipal experience may be substituted for education.

Knowledge, Skills, and Abilities:
Knowledge of the principles and practices of payroll and governmental accounting. 

Knowledge of office procedures and equipment to include computer literacy.

Skill in establishing and maintaining records, reports and files.

Ability to work with limited supervision.

Knowledge of office software packages which include word processing and spreadsheets.

Must be highly organized and able to coordinate multiple tasks under tight time constraints.

Must be able in interpret technical data and policies related to state reporting requirements.

Ability to establish and maintain effective working relationships with others and the public.

Ability to lift a minimum of 30 pounds on occasion.

