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DEFINITION
To perform professional accounting work requiring a general knowledge of governmental accounting systems, practices and principles; and to record and report financial transactions, review accounting records, and prepare financial reports and analyses.

DISTINGUISHING CHARACTERISTICS 

Accountant I - This is the entry level class in the Accountant series.  This class is distinguished from the journey by the performance of the more routine tasks and duties assigned to positions within this series.  Employees at this level are not expected to perform with the same independence of direction and judgement on matters allocated to the journey level.  Since this class is typically used as a training class, employees may have only limited or no directly related professional work experience. Employees work under general supervision while learning job tasks.

Accountant II - This is the full journey level class within the Accountant  series.  This class is distinguished from the Accountant I by the assignment of the full range of professional duties.  Employees at this level receive only occasional instruction or assistance as new or unusual situations arise and are fully aware of the operating procedures and policies within the work unit.  Movement to this level is contingent on meeting performance standards established by the District and the resource management needs of the organization.  Advancement from the entry level to the journey level is in accordance with District policies and procedures.

This class is distinguished from the Senior Accountant in that the latter performs professional accounting work of an advanced level requiring a comprehensive knowledge of governmental accounting systems, practices and principles, and exercises direct supervision over assigned clerical accounting and professional staff.

SUPERVISION RECEIVED AND EXERCISED
Accountant I

Receives general supervision from supervisory or management staff, and may receive technical and functional supervision from other professional accounting staff.

Accountant II
Receives direction from supervisory or management staff.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Post, balance, and reconcile the general ledger and subsidiary accounts.

Prepare work papers, financial statements and various reports for State, Federal, and other agencies, as well as for internal accounting purposes.

Assist in computer applications as needed.

Prepare fund balance projections.

Monitor budget activity, proper expenditure coding, document preparation and other accounting related activities.

Assist in the installation of new accounting systems and in implementation of modification to existing systems.

Assist in/or perform preparation, analysis, and review of reimbursements, expenditures, fund condition or other proprietary and budgetary accounts.

Assist in the maintenance of the general ledger and reconcile detailed accounts to general ledger controlling accounts.

Answer inquiries and provide information regarding District accounting procedures.

May train and assign work to less experienced staff.

Build and maintain positive working relationships with co-workers, other District employees and the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS
Accountant I
Knowledge of:

Principles and practices of accounting, auditing, and fiscal management.

Interrelationship of data processing and accounting systems. 

Modern office procedures, methods and computer equipment.

Ability to: 

Learn to apply general accounting principles and practices to the analysis and resolution of specific accounting problems.

On a continuous basis, know and understand basic aspects of the job; intermittently analyze work papers, reports and special projects; learn to identify and interpret technical and numerical information; learn to observe and problem solve operational and technical policy and procedures; learn and explain District accounting procedures to the public, District staff, consultants, auditors, and others.

On a continuous basis, sit at desk for long periods of time; intermittently twist to reach equipment surrounding desk; perform simple grasping and fine manipulation; use telephone, and write or use a key board to communicate through written means; and lift or carry weight of 10 pounds or less. 

Learn to prepare clear, concise and complete reports.

Work with various cultural and ethnic groups in a tactful and effective manner.

Obtain information through questioning; to handle multiple assignments; and to deal firmly and courteously with the public.

Analyze situations quickly and objectively and to determine proper course of action.

Use a computer, calculator, telephone, and photocopy machine.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Experience and Training
Any combination of experience and training that would provide the required knowledge and abilities is qualifying.  A typical way to obtain the required knowledge and abilities would be:

Experience:

No professional experience is required.



Training:

Equivalent to a Bachelor's degree from an accredited college or university with major course work in accounting or a related field.

License or Certificate: 

Possession of, or ability to obtain, a valid California driver's license.

Accountant II
In addition to the qualifications for Accountant I:

Knowledge of:

District and department policies and procedures related to professional accounting functions.

Principles and practices of governmental and utility accounting, auditing, and fiscal management.

Pertinent State and Federal laws governing governmental and utility accounting, auditing, and fiscal management.

Ability to: 

Independently apply general accounting principles and practices to the analysis and resolution of specific, but routine, accounting problems.

On a continuous basis, know and understand all aspects of the job; intermittently analyze work papers, reports and special projects; identify and interpret technical and numerical information; to observe and problem solve operational and technical policy and procedures; and explain District accounting procedures to the public, District staff, consultants, auditors, and others.

On a continuous basis, sit at desk for long periods of time; intermittently twist to reach equipment surrounding desk; perform simple grasping and fine manipulation; use telephone, and write or use a key board to communicate through written means; and lift or carry weight of 10 pounds or less. 

Prepare clear, concise and complete reports.

Experience and Training
Any combination of experience and training that would provide the required knowledge and abilities is qualifying.  A typical way to obtain the required knowledge and abilities would be:

Experience:

Two years of responsible governmental utility accounting experience performing duties similar to a Accountant I with the Contra Costa Water District.



Training:

Equivalent to a Bachelor's degree from an accredited college or university with major course work in accounting or a related field.


License or Certificate:

Possession of, or ability to obtain, a valid California driver's license.
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