CITY OF SHORELINE

FINANCE TECHNICIAN
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.
DEFINITION
To compile, monitor, verify and reconcile all financial data in the City's accounts receivable and accounts payable; perform assigned purchasing functions; to apply accurate fiscal management policies, procedures and internal controls for the City; and to perform a variety of tasks relative to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED
Receives general supervision from the Financial Operations Supervisor and/or Purchasing Officer.

Provides technical and functional leadership over part-time or extra-help staff.

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS   Essential and other important responsibilities and duties may include, but are not limited to, the following:
Essential Functions:
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seq level7 \h \r0 Perform a variety of finance functions including compiling, monitoring, verifying and reconciling all financial data in the City's accounts receivable, accounts payable, and purchasing.

2. Monitor and track expenditures against budgets and contracts for accuracy and compliance.

3. Verify, input, review and post all transactions for accounts payable, accounts receivable and purchasing.

4. Receive accounts payable invoices; route to appropriate department for review and approval; verify and enter accounts payable and/or purchasing information into computer accounting system; reconcile automated accounts payable module with applicable general ledger control account.

5. Research and analyze expenditure and revenue information for accuracy.

6. Disburse payments to various vendors, organizations, employees and citizens.

7. Research, prepare and provide expenditure and revenue reports to departments, Council and outside agencies.

8. Apply policies, procedures and internal controls to financial functions.

9. Provide customer service for departments, vendors, citizens and outside agencies; provide information within area of assignment.

10. Maintain required records, documents and files within area of assignment.

11. Maintain cash and other assets received on behalf of the City.

12. Assists with obtaining written and telephone quotes for specific items.  May have limited authority to prepare request for proposals, purchase orders and bid documents.  Assists with evaluating the results of proposal and bid processes.

13. Places orders with vendors following prescribed procedures and specific guidelines; enters purchase orders on system.  

14. Coordinate 1099 reporting.  Assure year-end 1099 forms are printed, balanced and mailed by deadline; accurately report year-end 1099 information to IRS.

Marginal Functions:
1.
Provide support to the City as a department team member, including assisting with training of employees, as appropriate.

2.
Perform related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:

Principles and practices of accounting.

Principles and practices of governmental accounting.

Principles and practices of purchasing.

Methods and techniques of customer service.

Research methods.

Modern office procedures, methods and equipment including computers.

Principles and procedures of financial record keeping and reporting.

Mathematical principles.

Applicable computer software applications.

Pertinent Federal, State and local codes, laws and regulations.

Ability to:

Perform accounting and/or finance functions.

Maintain accurate financial records and prepare related reports.

Apply established guidelines in the keeping of accounts and creation of financial reports.

Apply State laws and regulations and City policies and procedures to the purchasing process

Work with a high volume of numbers with accuracy and details.

Respond to requests and inquiries from the general public and internal departments.

Operate office equipment including computers.

Communicate clearly and concisely in English, both orally and in writing.

Maintain physical condition appropriate to the performance of assigned duties and responsibilities.

Interpret and explain financial policies and procedures.

Interact with all departments, vendors, citizens and outside agencies.

Conduct basic research and summarize detailed information.

Provide technical and functional leadership over extra-help staff.

Train lower level staff and supervise projects.

Work cooperatively as a team member.

Work independently in the absence of supervision.

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

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

Experience:

Two years of increasingly responsible finance, purchasing or accounting experience.


Training:

Equivalent to the completion of the twelfth grade supplemented by college level course work in finance, accounting, or purchasing or a related field.

WORKING CONDITIONS
Environmental Conditions:

Office environment; exposure to computer screen.

Physical Conditions:

Essential and marginal functions may require maintaining physical condition necessary for sitting for prolonged periods of time; for persons performing services within purchasing, the ability to lift 30 pounds and more; near visual acuity for entering data on computer.
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Note:
1.
Any combination of education and experience may be substituted, so long as it provides the desired skills, knowledge and abilities to perform the essential functions of the job.

2.
All requirements are subject to possible modification to reasonably accommodate individuals with disabilities.  However, some requirements may exclude individuals who pose a direct threat or significant risk to the health and safety of themselves or other employees.

3.
While requirements may be representative of minimum levels of knowledge, skills and abilities to perform this job successfully, the incumbent will possess the abilities or aptitudes to perform each duty proficiently.

4.
This job description in no way implies that these are the only duties to be performed.  Employees occupying the position will be required to follow any other job-related instructions and to perform any other job related duties requested by their supervisor.

I have read and understand this class description.
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