Cty of Capitola
SUPERVI SI NG ACCOUNTANT

Description

Under general direction and oversight of the Gty Controller, the
Supervi sing Accountant perforns conplex professional governnenta

accounting functions in the maintenance of the CGty's conputerized
accounting system and perforns internal audits, special studies
and anal yses. Enployees in this job class direct, coordinate and
nmonitor the work of other accounting staff. The Supervi si ng
Accountant regularly advises and consults with the Gty Treasurer

Cty Manager, and Gty Council Menbers on accounting nmatters.

Typical Duties (may include, but are not limted to:)

* Plan and direct general accounting operations, including
gener al | edger mai nt enance, Accounts Payable and
Recei vabl e, Payroll, and Purchase Orders

* Perform i n-depth account anal yses and interfund
reconciliations.

* Anal yze revenues and expenditures and establish revenue and
expendi ture projections for budget and ot her purposes

* Assi st with budget anmendnment resolutions and recordi ng

* Assi st preparation of annual Gty budget; prepare department
budget

* Oversee City expenditures for budgetary conpliance; report
over expendi t ures

* Revi ew and nonitor grant processing and accounting

* Assure that Cty financial records are conplete, accurate,

and in conpliance with | aws, ordinances, and regul ations
whi ch affect rmunicipal finance operations, and CGenerally
Accept ed Accounting Principles

Initiates and records interfund transfers and | oans

Assi sts departnent heads and other Cty staff on technical
accounting matters

Assists in preparation of Gty's annual financial reports and
reports to nmanagenent.

O her accounting duties as assi gned.

* % %

Qualifications and Enpl oynent St andards

Know edge of:
| aws, ordinances, and regulations affecting municipal finance
oper ations
governnental accounting and auditing theory, principles and
practices and application to a wide variety of accounting
transactions, situations, and problens
__ conputerized accounting principles and application

Ability to:
prepare clear, conprehensive, concise witten reports and
conmuni cations as well as conplex statistical analyses
accurately and efficiently perform a wide variety of conplex
accounting tasks
_understand, interpret, and apply a variety of |aws, regulations,
procedures, and other authoritative restrictions related to
fiscal operations




__ provide clear and accurate accounting advice to others
effectively supervise the work of junior accounting staff
establish and maintain effective and harnonious working
relationships wth other staff, nmanagers, elected and
appoi nted officials and the Public

Requi r ed Educati on, Experience and |icenses:

1. Baccal aureate degree in accounting or business admnistration
wi th an accounting concentration

2. Three years professional accounting experience, including at
| east one year in governmental accounting.

3. Avalid California drivers |license is required.

Tool s and Equi pnent Used

Personal conputer, including spreadsheet and word processing
software; central financial conputer system telephone; 10-key
cal cul ator; typewiter; copy machine, fax.

Physi cal Demands

The physical demands described here are representative of those
that nmust be nmet by an enployee to successfully perform the
essential functions of this job. Reasonabl e acconmobdations may be
made to enable individuals with disabilities to perform the
essential functions.

Wiile performng the duties of this job, the enployee is
frequently required to sit and talk or hear. The enployee is
occasionally required to walk; use hands to finger, handle, or
feel objects, tools, or controls; and reach with hands and arns.
The enpl oyee nust occasionally Iift and/or nove up to 25 pounds.
Specific vision abilities required by this job include close
vision and the ability to adjust focus.

VWor k Envi r onment

The work  environment characteristics described here are
representative of those an enployee encounters while performng
the essential functions of this job. Reasonabl e accommodati ons nmay
be made to enable individuals wth disabilities to perform the
essential functions.

The noise level in the work environment is wusually quiet to
noder at e.

Sel ecti on Qi delines

Formal application, rating of education and experience; oral
interview and reference check; job related tests may be required.

The duties listed above are intended only as illustrations of the
various types of work that may be perforned. The om ssion of
specific statenments of duties does not exclude them from the
position if the work is simlar, related or a |ogical assignnent
to the position.

The job description does not constitute an enploynent agreenent
bet ween the enployer and enployee and is subject to change by the



enpl oyer as the needs of the enployer and requirenents of the job
change.






