
!idopt R e s o ~ ~ i t ~ o ~ ~  A ~ p r o ~ i i ~ g  the New Job Description & Salary Range for 
Senior Accoun~dnt and the Amended Job Speci~catioi~ for Accountaiit I/li 

~ediiesday, Febmary 5,2003 

Fluman Resources Director 

: To adopt resolution approviiig the new job description and salary 
range for Senior Accoun~ant and the amended job s p e c ~ ~ c a t ~ o i ?  for 
4cco~i~?tant 1x1 

hC u ~ u ~ i n ~  ~ ~ d - M ~ a ~ e n i e ~ t  labor nego~iations it was agreed that 
one position of ~ ~ ~ . o ~ ~ a n t  1/11, which appeared to be working out of class would be review 
Resources staff conducted a ~ l ~ s i ~ ~ ~ t i o n  study and found that due to the increase in respon 
supervision over eight (8 )  a~,coun~.ing positions, the job should be that of  an Senior Accountant. The ,job 
s p e c ~ ~ ~ ~ a t i o i i  i s  attached (Exhibit A). 

The, new salary range for this position i s  as follows: 

aim--..- 
1 ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ -  

‘ ~ ~ d i t ~ ~ ~ ~ a ~ i y ~  the job ~ p ~ ~ i ~ c a . ~ i o i i  for ‘ 4 c c o u n ~ ~ l ~  1/11 has been updated. For Council Members convenience 
t.he job s ~ e c ~ ~ ~ ~ a t ~ o i i  has been attached with changes lii~hlighted (Attachment A). 

$3,267.60 (annual cost) - will be absorbed in current Finance budget. 

_.__ ... 

urces Director 



s 

1T A) 

“DAIE’ 

Under general direction, perf or^^ complex maiia.gement, administrative and profession 
a variety of areas in finance, including planning, o r s a n ~ ~ ~ n g ,  directing, and reviewing 
arid activities relared to the finance accounting section . ~ e r f o ~ s  professional level 
procedures, ge~ie~atio1~ of acc[)nntjng reports, and ~ a i i i t e n ~ c e  ofthe City’s accounting system. 

This is the advanced jouney level class~~c.ation in the professional accountant series. An 
ii~cu~itbeut ~ a u a g e s  or ad~i~i is ters  ~ n ~ u c e  programs; perfonns complex range of technical 
~ ~ ~ c o L I n ~ ~ i ~ ~  tasks, responsible for analy~ing and I ~ ~ d i ~ i ~ i g  the City’s accounting system wit 
a ~ s i s ~ a r i c ~  with the approva1 of  finance de?artment ~~anagement staff, internal and external 
audits, budget d e v e l ~ ~ ~ e n t  process, cost accounting programs, supervision o f  personnel in the 
Accounting section, accounting operations and other related duties. 

Receives general direction fkoni the ~ 4 c c o ~ ~ t i n g  Manager and Finance Director. Excercises 
supervision over persomiel assigned to the Accounting section of  the Finance ~ e ~ ~ m e n t .  

Duties may inciude, but are not limited to, the following: 

Assists with and perfoms a variety of persoiinel actions including selections, training, 
~~ro~~tot ions,  ~ e r f o r m ~ ~ c e  evaluatioiis~ disci?lina~ mea,sures, and dismissals; 
Plans, assigns, directs, and reviews the work of  personnel in the Accounting Section; 
Oversees and assists staff in the p r e ~ ~ a ~ a ~ i o n  of comprehens~ve annual financial statements; 
Prepares various financial reports such as the State Controller’s Report; 
Overset-s city-wide fintrncial grant reporting to various State and Federal sources; 
Assists in the annual audit and various State and Federal audits; 
Prepares technicaily complex journal vouchers; 
Provides assistance to depa~iiic~its in deve~oping respective budgets; 
Assists in the deve.lopmenr and i ~ ~ p ~ e ~ ~ e i ~ ~ a t ~ o n  of goals, objectives, policies, and priorities 
for the Firii~nce Dt-~a~uient; 

.Ji~ .sr. : l c i . i i ~ i i ~ i n i  ilrii/i.Jb,- appm doc 
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Reviews claims vouchers and designs account~ng procedures that coniply with current 
accounting practices. legal mandates, and special grant fimding; 
Trains and guides City staff in proper accountiii~ procedures; 
Reviews ~ ~ i o u ~ h i y  i i ~ ~ e ~ i a ~  financial reports for discrepancies or budgetary problem and takes 
rerncdiaE action; 
Reviews tbe payroll reports for discrepancies or budgetary problem and takes rernediat 

ental accounts; 
Perform related duties as required. 

Any c ~ ~ b i ~ a t i o n  equivalent to education and experience that would likely provide the required 
l s i ~ o ~ ~ l ~ d ~ c  and abilities would be quali~yi~ig. A typical co~b~na t ion  is :  

Generally acce~ted accouiitiii~ principles and standard procedures; 
P ~ ~ r ~ c i € ~ ~ e s  and p~oce(iurc~ o f  gover~im~nt accounti~g; 
~ r i ~ ~ c i p l e s  and procedures o f  gove~~iment budge~ing; 
~ ~ t o ~ ~ t e d  ~ n a ~ c i ~ ~ l  systems; 
Modern office practices and procedures; 
~ ~ i ~ c i p l e ~  and practices of supervision; 
City of Lodi a c c o ~ i ~ ~ i i i ~  procedures. 

Supervise the work ofothers; 
Perform technical acconntin~ procedures; 

eep ~ ~ a n c i a l  records neatly and accurately; 
,oinpiie, interpret, aiid analyze fi~ianc~ai data; 

~ ~ ~ i ~ ~ ~ ~ ~ n i c a t e  clearly, oraliy and in writing; 
0pcrat.e a computer termiiial for various financial applications. 
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Any c ~ i ~ i ~ ~ i ~ a t i o n  o f  cxperience arid education that would likely produce the qualifying 
knowledge and ability. A typical combination is: 

bducatroii 

Bachelor's Degree in A c ~ ~ u ~ ~ i ~ ~ ~  or related fieid 

Experience: 

Three years o f  iI~creasin~ly responsible public a~counting experience in a pr~~essional capacity 
which has include r e ~ ~ o n s i b ~ i t i e ~  in more that one of  the res~oiisib~lity areas outliiied abov 
. ~ ~ d i ~ i ~ ~ ~ l  prefes nal-level experience as outlined above may be substitued for college 
education on a year-for-year basis to a iiiaxlmum o f  two years. 

- L. ~ ~ ~ T ~ F I ~ A ~  

Possession of the a ~ ~ ~ o p r i a t e  valid Driver's License from the Califoomia D~pa~Inen t  o f  Motor 
Vehicles. 



( 

“Date” 

Under direction p e ~ ~ o ~ ~ n s  a variety of fuictions which 
~ c n e r a l i ~ e ~  tenns. Perfoms professiona~ level accounting p 

~ c c o ~ ~ t a n t  1 may reasonably expect to progress to the I1 ievel with training, experience, and 
s ~ ~ i s ~ ~ c ( o ~  p ~ ~ f ~ ~ n i a n c ~ .  

_I for the  profession^ accounting series. It i s  distjngu~shed 
from the Senior 
~ ~ i i o ~ ~ l e ~ ~ e  of th It is distin~uished from the 
‘ ~ ~ c o ~ l l t a ~ t  I1 cia 

-l”_ Accountant ii ~~ The Acc~uiitant Ii i s  a journey level account in^ professional for the City. ft i s  
[ i I s ~ i i ~ ~ ~ ~ § I ~ e ~  *om the Acco~iu~ant I in that the position performs a broader range o f  ~eclinica~ 
~ ~ c ~ ~ i ? t ~ i ~ ~  tasksl has a inore extensive knowledge of accoui~ting principles, i s  responsible for 
analyzing and i ~ i ~ ~ ~ f y ~ n ~  the City’s accounting system with the assistance and approval of 
Finance Uepartineiit ~ ~ a i ~ ~ ~ e ~ ~ e ~ t  staff, 

at i t  performs accounting tasks requiring more extens 
pr~neiple§ of a c c o ~ t i n g .  

rking experience and by less supervisory ~esponsib~l~ty. 

~ c c o u n t ~ n t  I 

Receives ~ i r c c t i o ~ ~  from higlier level position in the Fmaiice Department 

“~ccountant 11 

Rccen es general direction from the 
Director 

and Finaiice 
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Dirties may include. but are not limited to, the following: 

Oversees and assists staff in the preparatioii of  c o m p ~ e ~ ~ ~ n s ~ v e  m u a l  ~ n a n c j a ~  statements; 
Prcpares various ~ ~ ~ a n c i a l  reports such as the State Controller's Report, State Mandated cost 

Reviews claims vouchers and designs accounting procedures that comply with current 
accounting practices, legal mandates, and special grant funding; 
Trains and guides City staff in proper ac~ountiug pro~~dures;  
~ ~ i i i ~ ~ ~ n s  contact files for major projects; 
R e ~ o i ~ ~ . i l c ~  monthly 
Capitalizes and reconciles fixed assets, ~eteimiii~s asset lives, sets up equ~pment ledgers, and 
reviews de~~eciation calculalions; 
Reviews ~ o i i ~ ~ l y  internal financial reports for (~iscrepa~cies or  budget^ problem and takes 
r e n i e d ~ ~ l  action; 
Prcpares budget requests for various noii-~~pai~meiital accounts; 
Perfonns related duties as required, 

Princip~e§ and procedures of  g o ~ e ~ ~ m e i i t  ~udge~ii ig; 
~ u t o i i ~ a t e d  fiiiaricial syslenis; 
~ ~ d e r ~  office practices and p~ocedure~, 
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Perform t e c i i r i i ~ ~ ~  accou~iting procedures; 
Keep ~ ~ ~ i ~ e ~ a l  records neatly and accurately; 
Gonupile, ~ n ~ e ~ r ~ ~ ,  and antlryze g an^^^^ data; 
C o ~ ? i ~ ~ i ~ n i c a t ~  clearly, orally and in writing; 
Operate a computer terminal for various financial ~pplieatjons; 

Any c ~ ~ ~ ~ ~ i u a ~ i o ~  eq~ivale~it  to education and experience that wok 
knowledge and abilities would be ~ u a ~ ~ ~ i n g .  A typicai comhinatioii is: 

:iy provide the required 

11 : 

A Bachelors Degrec in  ~ ~ ~ o ~ t i n g  or reiatcd field 

In addition to the r equ i r e~~n t s  o f  the ~ceoniitant I: 

~ ~ u e r i ~ n ~ ~  and Education 

.Any ~ ~ ~ i ~ b i ~ ~ a t i o n  
knowledge and ab 

Experience: 

Two years in a ~ ~ o f ~ s s i o n a l  a c ~ o u i ~ t . i n ~  capacity. 

ex~~eilence and education that would likely produce the qualifying 
y. h typical conib~nat~ou is: 



Racheior's Degree in ~ c c ~ u ~ ~ i ~ i ~  or related field 
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Receives general ~ ~ ~ e c t ~ o n  froin the Senior Accountant, A c c o ~ n t i ~ g  ~ a ~ a g e r  and Finance 
DIreCtor 
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