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DEFINITION 
 
Under general supervision, performs professional accounting/analytical work involved in the 
recording and reporting of financial transactions and budgetary control; prepares or assists in the 
preparation of the annual budget, financial statements, reports and related documents; 
participates in the preparation and review of departmental policies, procedures, reports and record 
keeping systems; provides direction to accounting clerical staff in assigned areas of responsibility 
and act for the Director of Finance in his/her absence; performs such other related duties as may 
be assigned. 
 
CLASS CHARACTERISTICS 
 
This is a single position class with the incumbent performing a variety of professional tasks involving 
administration of the City’s financial programs including utilization of analytical skills in their review 
and improvement. The incumbent reports directly to the department head and has primary 
responsibility for the department’s accounting program including records maintenance and the 
preparation of required financial reports. The incumbent may be assigned to conduct special studies 
and projects relating to any of the departmental programs. 
 
ESSENTIAL FUNCTIONS: 
 
The duties listed below are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements of duties does not exclude them from the position 
if the work is similar, related, or a logical assignment to the class. 
 

1. Responsible for maintaining and reconciling the General Ledger and subsidiary ledgers, 
including ledgers for bond issues and assessment districts; obtains information from 
source documents/records and makes journal entries; initiates the preparation of reports, 
checks summaries for errors and makes necessary corrections. 

 
2. Participates in preparation of the annual budget; prepares revenue and expenditure 

projections; reviews budget requests for adequacy of information, accuracy of 
computations, projected costs and compliance with departmental requirements, compiles 
requests and obtains any additional information required for evaluation by appropriate 
City staff/officials; responds to requests for information on budgetary processes. 

 
3. Conducts reviews of City records, reports, revenues, expenditures, budgets, procedures 

and other financial transactions; coordinates audits conducted by outside auditors, 
provides required information and participates in the review of reports. 

 
4. Participates in the investment of excess funds; interacts with Finance Director/Treasurer 

in the evaluation of cash flows and investment alternatives; arranges for the investment of 
excess funds in accordance with City policy. 

 
5. Provides oversight and supervision of the preparation of payroll records, invoices, 

purchase orders, requisitions and related financial documents, cash receipting and utility 
payments; may reconcile or direct the reconciliation of bank statements and the 
preparation of bank deposits. 

6. Reviews the maintenance of the City’s fixed asset inventory system; records acquisitions, 
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modifications, retirements and transfers; controls tagging of new fixed asset acquisitions; 
maintains depreciation records on enterprise funds fixed assets; prepares applicable 
journal entries. 

 
7. Prepares financial reports required by local, state and federal regulations; interacts with 

representatives of outside agencies in the resolution of related issues and effecting 
compliance with reporting requirements. 

 
8. As directed, represents the City in relations with community groups; advisory committees; 

local, state, and federal agencies and professional organizations. 
 

9. May conduct studies involving any aspect of the Finance Department’s operation as 
assigned by the Finance Director/Treasurer; prepares reports and makes 
recommendations for the revision of systems, procedures, forms and record keeping 
programs. 

 
10. Performs interim and year-end processes necessary during the preparation of the 

Comprehensive Annual Financial Report (CAFR). Prepares journal entries and periodic 
reconciliations of general ledger, project accounting ledger, subsidiary accounts and bank 
statements. 

 
11. Performs data analysis for monthly reports and special funds. Prepares/compiles all 

aspects of the CAFR from Transmittal, Management Discussion and Analysis, Notes and 
statements Government-Wide, Fund Financials and Required Supplementary Information.  
Assists in the preparation of the annual State Controller's Report and annual Street 
Report. Develops financial system reports and data summaries for distribution to 
departments and auditors, as well as other reports on a variety of financial matters.  

 
12. May provide direction or review of accounts receivable and general ledger functions. May 

coordinate reconciliation of City bank accounts. Reviews asset, liability and equity 
accounts for errors and omissions. Prepares financial information for tax filings. 

 
13. Performs internal and/or field audits. Conducts research, develops custom reports and 

provides complex analysis to respond to outside auditor requests. Prepares and submits 
reports of audit analysis. 

 
14. Maintains knowledge of generally accepted accounting and financial reporting concepts, 

standards and procedures, applicable rules, laws and recent developments. 
 

15. Uses a computer to perform job related tasks, input and maintain records, and/or conduct 
research as needed. 

 
16. Develops, implements, and analyzes the effectiveness of accounting policies, practices, 

and procedures under the guidance of the Director of Finance, and institutes approved 
changes. 

 
17. Trains, supervises, and evaluates the work of professional, technical, and administrative 

support staff. 
 

18. Authorizes check request and reviews most complex accounting transactions and 
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reconciliation work where additional advice is requested. 
 

19. Prepares reports including financial status reports, State Controller’s Report, Asset 
Seizure Federal Annual Certification Report, State Law Enforcement Supplemental Fund 
Report, Annual AB2766 Subventions Funds report, mid-year budget reports, and 
miscellaneous grant reports. 

 
20. Prepares, assists and reviews Finance Department, Water and Sewer Billing Division 

Budget, and internal service expenditure allocations as part of annual budget. 
 

21. Prepares Request for Proposal for external auditors as well as coordinates the selection 
process.  During the year, assists auditors by coordinating and providing fiscal year 
information for interim and year-end audits. 

 
22. Plans, manages, and completes a variety of special projects. 

 
23. Coordinates major independent and internal audits involving financial operations. 

 
24. Performs other duties as assigned. 

 
Education and/or Experience 
 
Bachelor's degree from an accredited four-year college or university in Accounting, Finance, or a 
related field is required. Seven years of professional governmental or financial accounting 
experience is required, preferably involving the preparation of general accounting and financial 
reporting statements, and the completion of related accounting analyses is required, preferably 
involving work with a local governmental agency; including two years in a managerial capacity in 
municipal finance. Master’s degree in Accounting, Finance, or Public Administration is highly 
desirable. 
 
Licenses, Certificates; Special Requirements 
 
Valid Class C California driver license, acceptable driving record, and evidence of insurance are 
required. 
 
Certification by the California Board of Accountancy (CBA) as a Certified Public Accountants 
(CPA) or Public Accountants (PA) is highly desirable. 
 
Incumbents must pass a background check, including fingerprinting and credit check at time of 
appointment. 
 
QUALIFICATIONS GUIDELINES 
 
Knowledge of: 
 
Fund accounting; principles, methods, and practices of municipal finance, budgeting, and 
accounting; advanced methods and technologies of general and municipal accounting, auditing 
and finance; laws regulating public finance, fiscal operations and governmental financial reporting 
at the federal, state, and/or local level; spreadsheets and word processing applications; various 
types of grants and related compliance requirements. 
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Ability to: 
 
Understand and follow oral and written instructions; work independently; generate journal entries 
and inter-departmental transfers; analyze data and draw logical conclusions; analyze and solve 
problems; interpret and apply related laws, ordinances, rules, regulations, policies, and 
procedures; prepare and maintain accurate and complete reports and records; prepare clear, 
concise, and comprehensive financial analyses; prepare financial statements and reports; use 
word processing and spreadsheet software; communicate clearly and concisely, both orally and 
in writing; oversee and monitor the work of staff involved in financial and accounting activities; 
and establish, maintain, and foster positive and harmonious working relationships with those 
contacted in the course of work. 
 
PHYSICAL AND MENTAL DEMANDS 
 
The physical and mental demands described here are representative of those that must be met 
by employees to successfully perform the essential functions of this class. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
Physical Demands 
While performing the duties of this class, the employee is constantly required to sit, and 
occasionally to stand and walk. The employee must be able to talk and hear. The employee must 
be able to use hands to finger, handle, feel or operate computer hardware and standard office 
equipment; and reach above and below shoulder level with hands and arms. The employee 
occasionally lifts and carries records and documents weighing more than 20 pounds. 
  
Specific vision abilities required by this class include close vision and the ability to adjust focus. 
 
Mental Demands 
 
While performing the duties of this class, the employee is regularly required to use oral and written 
communication skills; read and interpret data; thoroughly analyze and solve problems; use math 
and mathematical reasoning; establish priorities and work on multiple assignments and projects 
concurrently; and interact appropriately with staff, management, contractors, vendors, auditors, 
and others in the course of work. 
 
WORK ENVIRONMENT 
 
The employee frequently works in office conditions where the noise level is usually moderate, at 
or below 85 decibels. 


