ACCOUNTING ASSISTANT

DEFINITION

Under general supervision, performs paraprofessional accounting, payroll and lead work duties and other work as assigned.

EXAMPLES OF DUTIES  Perform lead paraprofessional accounting work also may be responsible for lead work functions over account clerk support personnel; monitors workflow and work assignments; performs paraprofessional accounting work requiring initiative and judgment in the application of generally accepted accounting principles; applies initiative and judgment in the application of management information techniques and handles both specific and significant accounting functions; assists in the development of data and data gathering systems used in program evaluation, budgets and related reports; assists in the maintenance of complex financial and statistical records; analyzes for administrative review, specific program expenditures and revenues and prepares related reports; serves as a resource to other staff in analyzing different applications for financial assistance; may review and assist in the preparation of agency financial and statistical records; may perform the routine aspects of program and contract audits; may attend meetings with state and county staff; may provide assistance to other members of the unit; may complete paraprofessional accounting necessary to maintain the accuracy and integrity of financial and accounting records; may be responsible for the general ledger, account reconciliation, and preparation of financial statements; may coordinate the revenue, accounts receivable and collection processes, may serve as a liaison for computer network and software support; may be involved in automated payroll systems and benefits administration; and performs related work as required.

EMPLOYMENT STANDARDS

Education and Experience:  Any combination equivalent to an associate degree in accounting from an accredited college and one year of complex bookkeeping or accounting experience.  Some positions may require   two years emphasis on automated payroll, benefits administration and double entry bookkeeping or experience in electronic data processing applications (Microsoft Office, Excel, Access) and demonstrated ability to learn proprietary multi-user software.

Knowledge, Skills and Abilities:  Knowledge of the principles and practices of bookkeeping and accounting; knowledge of standard office practices and procedures; knowledge of data processing, personal computer and network functions; knowledge of basic statistical methods and applications; may require knowledge of laws and regulations governing payroll processing and record keeping; ability to interpret and follow complex written and oral instructions; ability to prepare neat, concise and accurate reports; ability to identify problems and recognize their component parts; and the ability to establish and maintain effective working relationships. 

In addition to the Microsoft programs described above, the Alliant Energy Center  position requires a working knowledge of the following software: Kronos, AEC E-Business and Verisign statement, Peachtree with accounts receivable and deposits, Laserfiche and MUNIS, the County accounting software.  This position requires some work on nights, weekends and holidays.
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