7-19-91 ACCOUNTI NG RECORDS SUPERVI SOR, 1119

Summary of Duties: Assigns, reviews and eval uates the work of a group of clerica
enpl oyees engaged in the preparation, processing, and mai ntenance of a w de variety
of accounting or financial records; or supervises clerical accounting personne
serving as cashiers or tellers; applies sound supervisory principles and techni ques
in building and mai ntaining an effective work force; fulfills affirmative action
responsibilities; and does rel ated work.

Di stingqui shing Features An Accounting Records Supervisor supervises and perforns
difficult and responsible clerical accounting work.

An Accounting Records Supervisor differs froma Principal Aerk in that the former
class requires specialized clerical accounting know edge in addition to supervisory
know edge and abilities while Principal derks supervise broad, general clerica
activities.

An Accounting Records Supervisor differs froman Accounting erk in that the latter
may serve as a |lead worker while the forner is a bonafide supervisor responsible for
the performance of the full range of supervisory activities including the
application of discipline, processing and resolution of grievances and eval uati on of
per f or mance.

Exanpl es of Duties An Accounting Records Supervisor:

* Pl ans, directs, coordinates, assigns and reviews the work of a group of
clerical enployees engaged in accounting clerical work;

* Makes personnel and work assi gnnents

* Arranges work schedul es, and approves vacations and tine off;

* Est abl i shes work standar ds;

* Interviews applicants and makes hiring recommendati ons;

* Instructs and trains enpl oyees;

* Revi ews conpl eted work for accuracy, conpletion and tineliness;

* Eval uat es enpl oyees' performance

* Resol ves or responds to grievances;

* Ful fills supervisory affirmative action responsibilities as set forth in the
Gty's Affirmati ve Action Program

* Communi cat es equal enploynment/affirmative action information to enpl oyees;

* Applies job-related criteria in selecting, orienting, assigning, training,
counsel ing, eval uating and disci plining subordi nates;

* Assi sts enpl oyees in preparing for promotion as described in the Gty's
Affirmative Action Program

* Supervi ses clerical enployees in purchasing sections;

* Interprets and i nplenents clerical accounting policies and procedures in
pur chasi ng oper ati ons;

* Audits, edits, and verifies purchasing docunents to assure accuracy in
arithnetic cal cul ations and proper description of services/materials;

* Supervi ses preparation and/or processing of invoices, demands, requisitions,

travel authorities, authorities for expenditure, interdepartnental orders,
purchase orders, sub-purchase orders, general encunberance forns, payment
vouchers, internal vouchers or refund vouchers;



Mai nt ai ns purchase order |ogs;

Resol ves purchasing probl ens with vendors, buyers, or other Gty personnel
Certifies invoices for paynent;

Devel ops procedures and procedure manual s for clerical purchasing operations;
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* Supervi ses or assists in supervision of preparation of payrolls, or posting
and checking of tinekeepi ng docunents;

* Reconcil es payroll errors and interprets conplex rules, regul ations,
ordi nances and nenoranda of understanding related to payroll natters;

* Supervi ses clerical accounting operations related to health insurance,
retirement or pension, or worker's conpensation benefits;

* Supervises teller or cashier operations responsible for

-Recei ving and di sbursing | arge amounts of cash or checks;
-Interpreting ordi nances or regul ations for recei pt of paynments, |icenses,
fees or Gty services received;

- Checki ng anmounts on billings agai nst paynents received,;

- Keepi ng records and accounts of funds received and di sbursed;
Initiates "stop paynment" procedures on Gty checks;

Makes entries and inquiries into FMS in order to check unencunbered,
encunbered and expended funds in accounts;

Uses FM S to bal ance refunds, account transfers, etc;

Uses el ectroni c spreadsheets to track deposits and funds;

Supervi ses coll ection and di sposition of dishonored checks;

Updates and verifies accuracy of special account |edgers.

*

E I

May occasional ly be assigned to other duties for training purposes or to neet
t echnol ogi cal changes or energenci es.

Qualifications

A good know edge of:
* The net hods, procedures and practices of bookkeeping;

* Accounting practices and procedures pertaining to purchasing, payrolls, and
the receiving and di sbursing of funds;

* Supervi sory practices and principles;

* Standard office practices including filing, indexing, and cross referencing
met hods;

* Supervi sory principles and practices, including planning, delegating and
controlling the work of subordinates;

* Techni ques of training, instructing and eval uati ng subordi nates' work
per f or mance;

* Techni ques for counseling, disciplining, and notivating subordinate personnel

* Procedures for grievance handling;

* Supervi sory responsibility for equal enployment opportunity and affirmative
action as set forth inthe Gty's Affirmative Action Program

* Ef fective safety principles and practices;

A wor ki ng knowl edge of:
* The | egal provisions and regul ati ons governing the expenditure of Gty funds;
* Gty appropriati on and budget accounting procedures;



*

Laws and regul ations related to equal enpl oynent opportunity and affirmative
action;
Menmor anda of understanding as they apply to subordi nate personnel

A general know edge of:

*

Gty personnel rules, policies and procedures;

The ability to:

*

Establish and maintain a work environment to enhance bot h enpl oyee noral e and
productivity,;

Deal tactfully and effectively with enpl oyees and the general public;

Pl an, organi ze, direct, coordinate and review the work of a group of clerica
enpl oyees;

Conpose letters and reports, maintain records, and prepare charts, graphs, and
t abl es;

Make arithnetic conputations w th accuracy;

Use of fi ce machi nes including cal cul ators, bookkeepi ng machi nes, noney
changi ng machi nes, cash registers, typewiters and conputers;

Use conputer prograns for bal ancing accounts, spreading and tracking revenues,
deposi ting and accounting for funds;

Communi cat e techni cal and non-technical information orally on a one-to-one
basis or with small groups.

M ni rum Requi r enent s

Two years of experience as an Accounting Cerk or in a class at |least at the | eve
of Senior derk which provides experience in office clerical accounting or
cashiering is required.

Physical requirements Strength to performlifting up to five pounds and

occasional ly over fifteen pounds.

Those with nmedical limtations may be able to performthe duties of sonme positions
inthis class with reasonabl e accommbdati on. The deci sion to acconmbdate soneone's
l[imtations will be nade on an individual basis and depends on the types of
limtations, what the hiring department can reasonably do to accommbdate them and
the specific qualifications for the job.

As provided in Civil Service Commi ssion Rule 2.5 and Section 4.55 of the
Admi ni strative Code, this specification is descriptive, explanatory and not
restrictive. It is not intended to declare what all of the duties and
responsibilities of any position shall be.



