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City of Greenfield

FINANCE TECHNICIAN

Job Title:		Finance Technician
Department:		Finance
Reports To:		Senior Accountant
Employee Type:		Fulltime
FLSA Status:		Non-exempt
Effective Date:		07.2013

Definition

Under general supervision, performs a variety of specialized, technical, and complex accounting clerical work of above average difficulty in connection with the preparation, review and maintenance of financial and statistical records; performs related duties as required.

Class Characteristics

This is the specialist level in financial services support, performing paraprofessional accounting work. Positions in this class are typically responsible for varied and complex segments of the accounting system, such as accounts payable, payroll, and specialized accounting and financial functions.

Essential Functions

The following duties and functions are normal for this position. The omission of specific statements of the duties/functions does not exclude them from the classification if the work is similar, related, or a logical assignment for this position.  Other duties may be required, assigned, and expected commensurate with the administrative needs of the organization.
· Process invoices to be paid, including research, coding, and data entry
· Reconcile monthly statements from vendors; confer with vendors regarding purchase orders, invoices and payments
· Maintain purchasing functions, issue purchase orders and verify contract documentation
· Prepare 1099 statements and other reporting documentation
· Prepare warrants and related reports and registers
· Prepare and verify tax returns and other reporting documentation related to payables and payroll matters, including retirement, deferred compensation, wage assignment, retroactive pay, insurance, payment for disability, worker’s compensation, and federal and state tax reporting
· Review employee time records submitted by all departments for accuracy and conformance with appropriate bargaining unit contracts and administrative policies
· Record and key employee hours worked, verify data for pay period, and balance final payroll reports for each pay period
· Maintain and update employee and payroll database and accumulated leave records
· Prepare payments relating to payroll and employee benefits
· Post, adjust, and reconcile internal accounts
· Provide information to other departments or the public
· May make complex calculations, using complicated formulas
· Assist in general accounting, including journal entries and some budget adjustments
· Assist with the preparation of the City operating budget by computing and preparing detailed reports
· Assist the Accounting Operations Manager with year-end audit preparation
· Under the guidance of the Accounting Operations Manager, perform complex reconciliations, verify accuracy of recorded transactions, and prepare related worksheets and support documentation
· Provide paraprofessional and administrative assistance to the Accounting Operations Manager
· Coordinate daily cash receipts, reconciliations and bank deposits; assist with cash management
· Perform a variety of general office support duties, including typing, maintaining files and records, answering phones; relieve front counter coverage as needed
· Perform other duties and special projects as assigned

Qualifications

Knowledge of:

· Principles and practices of accounting and auditing, preferably including governmental accounting and budgeting
· Principles of payroll practices and related State and Federal laws
· Correct usage of the English language, including spelling, grammar and punctuation
· Filing principles and practices
· Microsoft Office applications

Skills in:

· Quickly and accurately performing mathematical calculations
· Understanding and following oral and written instructions and directions
· Prioritizing and organizing a variety of tasks and responsibilities, and meeting deadlines
· Analyzing and reviewing financial data
· Preparing and maintaining accurate reports and records
· Reconciling differences within the accounting system
· Providing exceptional customer service
· Operation of standard office equipment, such as computer, 10-key calculator, fax machine and printer
· Solving problems presented by a variety of individuals from various socio-economic, cultural, and ethnic backgrounds, in person and by telephone



Ability to:

· Communicate effectively
· Work with minimal direction and with frequent interruptions
· Understand and follow complex verbal and written direction
· Analyze unusual situations and develop solutions through the application of City policy
· Establish and maintain effective working relationships with City staff, officials and the public
· Remain professional, confidential and discrete at all times and under all circumstances
· Understand and apply fundamental principles of accounting and payroll, as well as related laws, regulations, complex rules, policies and procedures
· Type at a rate of 45 net words per minute and operate a 10-key calculator by touch

Education and Experience:

Completion of college-level coursework in accounting, finance, business administration or a closely related field, and three (3) years of increasingly responsible experience that involved maintaining financial and statistical records, preferably relating to accounts payable and/or payroll; or an equivalent combination of skills/experience.
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