SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Senior Accountant (Continued)

San Bernardino Community College District

Senior Accountant

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job; however, any additional duties will be reasonably related to this class.

Summary Description

Under direction, performs a variety of technical and paraprofessional, and professional accounting duties involved in performing responsible financial record keeping and reporting duties; participates in the establishment and maintenance of accounting systems requiring the use and implementation accounting principles and procedures; performs analysis of fiscal, financial, and statistical records and prepares various statements and reports.

This is the advanced journey level class in the Accountant series. Positions at this level are distinguished from other classes within the series by the level of responsibility assumed and the complexity of duties assigned. Employees perform the most difficult and responsible types of duties assigned to classes within this series including the full range of technical and paraprofessional and professional duties including preparing and entering journal entries and inter-fund transfers and processing all budget transfers and budget adjustments. Employees at this level are required to be fully trained in all procedures related to assigned area of responsibility.

representative Duties

The following duties are typical for this classification.

1. Performs a variety of technical and paraprofessional accounting duties in support of assigned accounting system, function, or program.

2. Prepares a variety of detailed financial, accounting, and statistical statements, analyses, documents, and reports; gathers and organizes data and participates in the preparation of reports and recommendations; prepares financial, accounting, budgetary, and statistical studies and reports; reviews and analyzes financial statements for accuracy with regard to balances and budget variances.

3. Audits, analyzes, and reconciles a variety of accounting, financial, and statistical records, ledgers, logs, and files; reviews information to ensure accurate reporting; identifies and resolves discrepancies and corrects errors.

4. Receipts and deposits monies received by the District and campuses to correct fund and account; maintains all files for cash receipts.

5. Prepares and enters journal entries and inter-fund transfers for the District; provides all necessary documents to the County Office of Education as required for audit; maintains all files for journal entries and inter-fund transfers.

6. Processes all budget transfers and budget adjustments for the District; obtains all required signatures and provides all necessary documentation to the County Office of Education as required for audits; maintains all files for budget transfers and budget adjustments.

7. Performs account analysis for categorical programs; collects and compiles data and information; audits all categorical fund program claims and reports; analyzes and reconciles data for accuracy; forwards claims and reports to appropriate signatories.

8. Assists in the allocations, tracking, and reconciliation of categorically funded budgets; ensures adherence to categorical contracts and guidelines; monitors for compliance with District and funding agency policies.

9. Prepares monthly, quarterly, semi-annual, and annual reports for college, state, local, and federal funding sources in accordance with specific reporting formats and established accounting principles; prepares and submits Sales and Use Tax return to the state; maintains files related to reports.

10. Reconciles bank statements; researches and resolves discrepancies for assigned funds.

11. Maintains accounts receivable file; requests payments by preparing and processing invoices; posts and deposits monies according to District procedures.

12. Prepares and submits items for the Board agendas including running budget summary and budget adjustment reports.

13. Assists in the preparation of annual District budget for grants and categorical programs; assures expenditures are balanced to income.

14. Assists in the budget planning, development, and maintenance process; enters budget information into the budget development programs for all funds; maintains all files for budget development; prepares reports and distributes to District personnel.

15. Participates in year end closing activities; prepares year end closing entries to facilitate a clean audit; sets up accounts receivable and current liabilities; makes adjusting entries to all accounts; prepares journal entries to close books; prepares required year end financial reports.

16. Assists and responds to questions and requests for information from students, staff, and the general public; answers questions that involve searching for and abstracting technical data; provides detailed explanations and interpretations of laws, rules, and regulations and well as policies and procedures related to area of assignment.

17. Utilizes various computer programs and applications; enters and maintains data; generates reports from a database or in-house system; creates spreadsheets and generates reports using spreadsheet software; creates documents using word processing software.

18. Within the limits of the classification, assists in controlling operations of various segments of the accounting system; assists staff in implementing and completing a variety of computer data entries; provides instruction, guidance, and assistance on budgeting and accounting procedures to District staff.

19. Assumes lead role over clerical and technical staff in the absence of the Director.

20. Performs related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
Operations, services, and activities of the District’s accounting and budgeting system and program areas.

Generally accepted accounting principles including varied technical accounting principles and practices used in the most difficult and complex financial record keeping and reporting.

Governmental and/or fund accounting principles and procedures and District accounting system requirements and procedures.

Funds, forms, reports, ledgers, journals, and procedures commonly found in public agency financial programs.

Principles of budget preparation, analysis, and monitoring.

Methods and techniques of general ledger posting and reconciliation.

Cash reconciliation and handling principles.

Automated data processing as applied in accounting operations.

Procedures, policies, rules, and practices affecting the development, maintenance, and control of fiscal record keeping systems.

Methods and techniques of auditing, verifying, balancing, and reconciling accounting records.

Principles and practices used in establishing and maintaining files and information retrieval systems.

Principles and practices of fiscal, statistical, and administrative record keeping and reporting.

Mathematical principles.

Business letter writing and report preparation.

English usage, spelling, grammar, and punctuation.

Methods and techniques of effective customer service.

Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, statistical databases, and automated accounting systems.

Pertinent federal, state, and local laws, codes, and regulations.

Ability to:

Perform a full range of varied technical and paraprofessional accounting.

Maintain accounting systems; develop recommendations to improve systems.

Perform the full range of accounting, fiscal, and statistical record keeping duties including to analyze and reconcile a variety of complex records.

Analyze and review financial records, reports, and related documents, identify discrepancies, and resolve complex problems related to assigned area of responsibility.

Perform mathematical calculations quickly and accurately including to add and subtract, multiply and divide, and calculate percentages, fractions, and decimals.

Understand the organization and operation of the District and of outside agencies as necessary to assume assigned responsibilities.

Understand, interpret, and apply general and specific administrative and departmental policies and procedures.

Understand and apply pertinent laws, codes, and regulations as well as organization and unit rules, policies, and procedures with good judgment.

Exercise tact and judgment in responding to inquiries and resolving difficult complaints and problems.

Advise and provide interpretation to others on how to apply policies, procedures, and standards to specific situations.

Type and enter data at a speed necessary for successful job performance.

Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.

Plan and organize work to meet changing priorities and deadlines.

Work independently in the absence of supervision.

Understand and follow oral and written instructions.

Communicate clearly and concisely, both orally and in writing.

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

Education and Experience Guidelines - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education/Training:
A Bachelor’s degree from an accredited college or university with major course work in accounting, finance or a related field.

Experience:
Four years of increasingly responsible accounting experience including two years of experience in fund or public agency accounting.

physical demands and WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.

Environment: Work is performed primarily in a standard office setting.

Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.

Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.
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