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	DEPUTY CLERK-ASSOCIATE ACCOUNTANT





DEFINITION:


Under general direction to perform professional accounting work in maintaining a complex set of budgetary or financial records; or to conduct complex audits; and to perform related work.





CLASS CHARACTERISTICS:


This is the third or journey level class in the four-class professional accounting series, and is found only in the Municipal Courts of San Diego County.  Associate Accountant works independently receiving very general supervision in the performance of the majority of accounting/audit assignments; and has greater independent responsibility when working on financial statements, records and reports than Assistant Accountants.  This class may supervise a group of subordinate professional and clerical personnel.





The next higher level classes, Deputy Clerk-Senior Accountant, is a lead position performing the most difficult and responsible work; may direct and coordinate the work of other accountants.





The next lower class, Deputy Clerk-Assistant Accountant, performs a full range of routine accounting and audit assignments and receives closer supervision.





EXAMPLES OF DUTIES:


Positions are primarily concerned with analyzing and reconciling a variety of financial transactions and statements; planning and assigning accounting work and resolving fiscal recordkeeping problems of the County or its subcontractors; preparing and reviewing revenue estimates, expenditures, and fund conditions; and setting up and supervising financial recordkeeping systems; auditing books of departments, businesses, and special districts; noting discrepancies and making recommendations regarding findings; assists in the development, implementation and improvement of the automated fiscal accounting system.





All Deputy Clerk-Associate Accountants prepare reports and correspondence and may supervise a group of subordinate professional and clerical personnel.





MINIMUM QUALIFICATIONS:


Thorough Knowledge of:


	Accounting principles and terminology, as applied to cost accounting, fund accounting, budget process, appropriation and encumbrance control;


	Auditing concepts standards and procedures;


	The preparation and analysis of financial statements and bank or other reconciliation;


	Business law terminology;


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


	EDP concepts, systems and terminology;


	Principles and practices of governmental accounting; and


	Supervise, train and evaluate subordinate staff.





�
General Knowledge of:


	The principles and practices of management relating to the training, evaluating and supervising of subordinates; and


	Municipal Court procedures as prescribed by the State of California Manual of Accounting for Municipal Courts.





Skills to:


	Understand computer language and audit software packages;


	Develop and improve new audit methods and techniques;


	Prepare comprehensive, clear, concise and complex financial, fiscal, audit and statistical reports;


	Interpret and apply legal and administrative concepts to departmental accounting functions;


	Establish and maintain fiscal records of a large county department or district;


	Analyze data and draw logical conclusion;


	Communicate effectively both orally and in writing;


	Establish and maintain cooperative relationships; 


	Initiate, plan, and complete work assignments with a minimum amount of direction and control.


	Define problem areas, perform and supervise the collection, analysis, interpretation, and evaluation of relevant problem solving data.





EDUCATION/EXPERIENCE:


Candidates must be able to demonstrate possession of the knowledge and skills stated above.  Examples of qualifying education and experience are:





A Bachelor's degree from a four-year college or university with a major in accounting or a closely related field or completion of the following upper division coursework leading towards a Bachelor's degree in accounting or a closely related field:  cost and advanced accounting, electronic data processing, business law, auditing, financial accounting theory, federal income tax and fundamentals of finance.  A CPA Certificate will be considered as meeting the education requirements; OR





One year experience at a level equivalent to assistant accountant.  To be considered, professional accounting experience must be of considerable length (at least 1 year), and include responsibility for and performance of the following duties:  preparing comprehensive financial statements, reviewing original entry records, cost accounting, budgetary accounting and systems accounting.








SPECIAL NOTES, LICENSES OR REQUIREMENTS:


License:  Position may require possession of a valid California driver's license by time of appointment or the ability to arrange transportation for field travel.  Employees in this class may be required to use their own personal vehicle.


Probationary Period:  Incumbents appointed to permanent positions in this class shall serve a probationary period of 2,080 hours.


Character:  Applicants must have a reputation for honesty and trustworthiness.  Convictions, depending on the type, number, and recency, may be disqualifying.  Prior to appointment, candidates offered employment may be subject to a background investigation.


NOTE:  This document is intended to describe the general nature and level of work performed by individuals assigned to this job classification.  It is not intended to provide an exhaustive list of all duties and responsibilities of personnel in all divisions and/or locations so classified, nor is it intended to limit the authority of supervisors or managers to assign or direct the activities of employees.
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