	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	ASSOCIATE ACCOUNTANT





DEFINITION:





Under general direction, performs professional accounting work in the maintenance of a complex set of budgetary or financial records; and performs related work.





CLASS CHARACTERISTICS:





This is the journey-level class in the professional accounting series.  Incumbents work independently, receiving general direction in the performance of the majority of accounting assignments, and has indepen�dent responsibility when working on financial statements, records and reports.  Individuals in this class may supervise a group of subordinate professional and clerical personnel in accounting-related activities.  It is distinguished from the next higher class of Senior Accountant in that the latter is a second-level supervisory position in the professional accounting series and is responsible for the overall operation of the accounting division, and it performs the more difficult accounting work.  It differs from the next lower class of Junior Accountant in that the latter is the entry-level class operating under close supervision, performing less complex accounting work of average difficulty.





EXAMPLES OF DUTIES:





Analyzing and reconciling a variety of financial transactions and statements; preparing and reviewing revenue estimates, expenditures, and fund conditions; receiving, accounting and distributing cash receipts; preparing reports, correspondence, procedural manuals and instructional guides; setting up and supervising financial recordkeeping systems; resolving fiscal recordkeeping problems; identifying and recommending solutions to routine operational problems; assisting in the development, review and installation of program policies and procedures; planning and assigning accounting work; and participating in the selection, performance evaluation, disciplinary action processes, and training of subordinate staff.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





  •	Accounting principles, theories and terminology as applied to cash control processes, to include fund accounting.


  •	Business law terminology.


  •	Monitoring subsidiary accounts, financial internal controls, accruals, deferrals and estimated items, sales and collection transactions, the closing process, receivables and payables and correction of error.


  •	The accounting process within a fiscal cycle in a public agency.


  •	The interrelationships and significance of financial data and accounting information as contained in various accounts.


  •	The preparation and analysis of financial statements.





General Knowledge of:





  •	Electronic data processing concepts, systems, and terminology.


�
  •	Basic supervision and leadership principles and practices to effectively direct the work activities of staff.


  •	Mathematical techniques and concepts involved in collecting, organizing, interpreting, summarizing, analyzing and graphically presenting numerical data.


  •	Report writing techniques.


  •	The principles and functions of administrative management as applied to a financial and accounting operation.


  •	Accounting principles, theories and terminology as applied to cost accounting, budget process, appropriation and encumbrance control.





Skills and abilities to:





  •	Interpret and apply legal and administrative concepts and regulations to accounting functions.


  •	Analyze numerical data and draw logical conclusions.


  •	Analyze situations accurately and adopt an effective course of action.


  •	Prepare comprehensive, clear and concise financial, fiscal and statistical reports of a complex nature.


  •	Communicate effectively, both verbally and in writing, with a wide variety of individuals with varying educational backgrounds.


  •	Establish and maintain fiscal records of a large public agency.


  •	Establish and maintain cooperative working relationships with other staff, county representatives and the general public.


  •	Initiate, plan, organize, assign and complete work assignments with a minimum of supervision and control.


  •	Reconcile financial and accounting entries in a bank statement or other accounting documents.





EDUCATION/EXPERIENCE:





Education, training and experience which clearly demonstrate possession of the knowledge and skills listed above.  Examples of education, training and experience which would most likely provide the requisite knowledge and skills would be possession of a Bachelor's degree from an accredited four-year college or university with a major in accounting or a directly related field AND at least three years of professional accounting experience that must have included responsibility for preparing comprehensive financial state�ments, reviewing original entry records, cost accounting, budgetary accounting, and systems accounting; OR at least three continuous years as a Junior Accountant with the San Diego Superior Court performing more progressively responsible and difficult/complex assignments; OR two years of continuous employment as an Assistant Accountant with the County of San Diego.  Possession of a Certified Public Accountant Certificate may be substituted for the educational degree requirement.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





Prior to appointment, candidates are subject to fingerprinting and a background investigation.
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