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SENIOR ACCOUNT CLERK

FC:  FA288
PC:  031

PG:  Clerk IV
BU:    02 (SEIU)


April 2000

DEFINITION

Under general supervision, provides difficult or specialized accounting office support; may provide lead direction or training to a small group of account clerks at management's discretion; performs related work as assigned.

CLASS CHARACTERISTICS

Senior Account Clerks fulfill dual roles in the accounting clerical support field for the District.  The work may be complex or difficult and require specialized knowledge and skills and the use of independent judgment and/or they may provide lead direction to a group of account clerks performing similar work.  This class is not considered a supervisory class in that the selection and evaluation of employees are not assigned to this level.  This class is distinguished from Accounting Technician in that the latter is a bridging class that performs technical accounting work and learns to perform analyses and studies at a professional level on a training basis.

EXAMPLES OF DUTIES

1. Reviews documents and transactions for completeness, accuracy of calculations and proper authorizations.

2. Processes expense reports, invoices, progress payments and other requests for payment.

3. Performs difficult work related to payroll, including compiling and processing payments for various benefit carriers.

4. Reviews, verifies and reconciles a variety of accounts, statements and reports; prepares information for computer processing and reviews and corrects computer-produced reports; posts, updates and maintains a variety of financial and accounting records and reports.

5. Organizes work, sets priorities and follows-up to ensure coordination and completion of assigned work; uses a calculator and makes arithmetic or statistical calculations.

6. Provides information to vendors, contractors, insurance carriers, District staff and others.

7. May provide lead direction, training and work review to a small group of account clerks at 
management's discretion.

8. Organizes and maintains various files; may type routine correspondence, forms or checks from notes or brief instructions; proofreads and checks typed and other materials for accuracy, completeness, and compliance with departmental policies and regulations; may provide a variety of general office support, such as typing, filing and receptionist duties; operates standard office equipment.

QUALIFICATIONS

Knowledge of:  

Basic financial record keeping principles and techniques.
Standard office practices and procedures, including filing and the operation of standard office equipment.
Business arithmetic, including percentages and decimals.
Correct English usage, including spelling, grammar, and punctuation.
Basic business data processing principles and the use of on-line or personal computer equipment.

Skill in:  

Preparing, verifying and reconciling various accounting and financial records and reports.

Researching and summarizing various materials; organizing, prioritizing and coordinating work activities.
Reading and interpreting rules, policies and procedures: organizing, researching and maintaining office files.
Making accurate arithmetic calculations with speed and accuracy, using initiative and sound independent judgment within established guidelines.
Establishing and maintaining effective working relationships with those contacted in the course of the work.
Operating standard office equipment including a calculator.
Typing accurately at a rate of 35 net words per minute from printed copy.

MINIMUM QUALIFICATIONS
Education:
Possession of a high school diploma, GED, or equivalent.  College or business school course work in an accounting or bookkeeping curriculum is desirable.

Experience:
Three (3) years of accounting clerical or accounting office assistant experience.  
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