TOWN OF FALMOUTH

ASSISTANT TOWN ACCOUNTANT

GRADE 09

Definition:

Accounting and data entry work in assisting the Town Accountant to maintain the fiscal records and systems of the town; all other related work as required.

Distinguishing Characteristics:

Works under the general direction of the Town Accountant

Performs responsible duties in the maintenance of financial control records. Duties require the use of judgment and analysis within the framework of prescribed policies and procedures and in accordance with standard municipal accounting practices.

Supervises the equivalent of two or fewer full-time employees.

Has access to department related confidential or discretionary information.

Makes frequent contact with other town staff. Communication is by means of telephone, personal discussion, e-mail and written correspondence, which require professional customer service skills.

Errors may be difficult to detect and could be costly to correct and adversely affect budget control and have direct financial repercussions.

Duties are performed under typical office conditions; works with numerous interruptions.

Essential Functions:

Maintains general ledger containing in excess of 30 funds with each fund containing revenue, appropriation and balance sheet accounts; posts cash receipts, journal entries and budget adjustments to the general ledger; prepares trial balances monthly; updates monthly entries, funds month-end reports, distributes organization budget report and fund balance statement to all departments; balances tax title and cash with Treasurer, all receivables with Collector, ambulance and water receipts on a monthly basis; balances with all departments at year-end. Traces and otherwise resolves discrepancies in accordance with established procedures. Monitors Town wide budget on a weekly basis for every department and fund; projects budget expenditures. 

Assists Town Accountant in closing fiscal year. Prepares year-end closing entries, encumbered monies, fund balances brought forward and compiles information for balance sheet and Schedule A reporting. Works with Business and Facilities Manager of School Department preparing town portion of Schedules 1 and 19.

Processes weekly payroll; enters new employee information, makes necessary changes to master file and resets payroll cycle; enters exceptions and adjusts payroll for review by various departments; updates employee files after warrant is complete; posts distribution journal updating general ledger file; coordinates payroll activities with personnel office, information technology and treasurer’s office. 

Processes accounts receivable for special duty (details) performed for town departments and private contractors by members of the Police Department. Follows through as necessary with collections.
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Works with Town Accountant recording articles voted at Town Meeting. Maintains all town contracts and tracks expenditures from Town Meeting vote and revenue source through project completion. Performs internal audits; reviews department internal controls, policies and revenue source, making recommendations as needed.

Coordinates annual Town update of statistical and program data required for bond issue. Performs audits on group insurance payroll deductions in conjunction with Personnel Office.

Supervises and trains clerical support staff; plans, schedules and coordinates work operations to meet schedules, deadlines and priorities; revises work schedules to meet any changes in work load; makes recommendations regarding the organization of work, work methods or assignments. Performs a variety of clerical functions including data entry, typing of correspondence, reports and other data on computer.

Coordinates and responds to requests for information from other departments; provides assistance to other departments as necessary.

Responsible for routine administration of the office in Town Accountant’s absence.

RECOMMENDED MINIMUM QUALIFICATIONS

Education and Experience:

High school graduation with courses in bookkeeping and accounting; associate’s degree in accounting desirable; four years experience in municipal accounting work; or any equivalent combination of education and experience.

Knowledge, Ability and Skill:

Knowledge. Thorough knowledge of municipal fund accounting, theory, principles and practices. Knowledge of internal control procedures and bookkeeping and accounting procedures and systems. Working knowledge of the organization and operation of town departments. Working knowledge of computer applications for accounting and financial management. Working knowledge of Lotus 1-2-3 software. Working knowledge of Federal and state laws relating to taxes and wages.

Ability. Ability to maintain complex records and prepare reports from such records. Ability to maintain effective accounting procedures. Ability to carry out assigned projects to their completion. Ability to communicate effectively verbally and in writing. Ability to assist others with patience, discretion and tact. Ability to make and implement decisions in absence of Town Accountant. Ability to think work through and anticipate impediments. Ability to effectively coordinate and supervise the work of others. 

Skill. Skill in computer applications. Skill in organizing financial records.

Physical Requirements:

Ability to operate a keyboard and calculator at efficient speed, and to sit at a computer for long periods of time. Eyesight at or corrected to normal ranges. Ability to talk, hear, walk and sit. May be required to lift paper weighing up to 15 pounds.

2/90; rev. 1/91; rev. 8/95; rev. 3/00; revised 7/05
