ASSISTANT CONTROLLER
DEFINITION
Under general supervision, perform highly responsible professional accounting work in the development of the annual county budget and the monitoring of expenditures through the monthly trial balance.  Manages the Controller's Division in the absence of the Controller and performs liaison function with the Systems and Data Processing Division; and to do related work as required.  The position has substantive participation in general county administration and functions with greater autonomy.

EXAMPLES OF DUTIES
Performs certain accounting functions necessary for monthly trial balance; balance certain receivables and liabilities; set up books of account for new year on computer from budget records and assists in closing out previous years books of account; coordinate the activities of Senior Accounts and other accounting staff relative to computerized accounting system; act as liaison between Controller's Office and Systems and Data Processing Division; assists department heads on difficult accounting problems and on budget development; assists Controller in compiling county budget; attend finance and budget meetings; assume management of Controller's Office in Controller's absence; complete special projects as directed; perform municipal tax apportionments; interprets regulations, resolutions, statutes, contracts and ordinances involving fiscal matters.  Responds to inquiries concerning accounting policies and procedures.  The position assists in managing the Budget Office and the Purchasing Division.  

EMPLOYMENT STANDARDS
Education and Experience:  Any combination equivalent to graduation from college with a degree in accounting and three years of professional accounting experience including at least one year of responsible accounting experience with governmental accounting systems.  Experience with EDP systems is preferred.

Knowledge, Skills and Abilities:  Thorough knowledge of governmental accounting and budgetary principles, practices and techniques.  Knowledge of EDP applications for accounting systems.  Knowledge of tax apportionment procedures; knowledge of governmental organization and functions; Ability to apply statutes, guidelines and ordinances to individual case situations.  Ability to analyze budget documents on a county wide basis.  Ability to coordinate the work of others and to establish cooperative working relationships; ability to present information orally and in writing;.

SPECIAL REQUIREMENTS:  None
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