San Diego County Municipal Courts	Class No. XXXX�PRIVATE ��


September 1995	








	DEPUTY CLERK-JUNIOR ACCOUNTANT





DEFINITION:





Under immediate supervision to perform professional accounting work in the maintenance of a set of financial records; to assist an accountant of higher level in large audits; to conduct the more routine audits; and to perform related work.





CLASS CHARACTERISTICS:





All positions of this class are found in the Municipal Courts of San Diego County.  This is the entry and trainee level position in the four class professional accounting series within the Courts.  Incumbents in this class are directly supervised, work on specific assignments, follow established procedures and regulations, have their reports reviewed and generally perform accounting or auditing duties of lesser difficulty.





The next higher class Deputy Clerk-Assistant Accountant is responsible for compiling data for financial and fiscal reports and prepare trial balances, the accuracy of original entries on accounts receivable/payable.  





EXAMPLES OF DUTIES:





Compiles data for special and regular financial statements and reports; reviews records of original entry regarding accounts receivable, accounts payable, expenditures, and income; audits expenditures to insure they have been made according to procedures and are valid; conducts the less difficult court business and makes reports regarding findings; prepares trial balances; maintains and reconciles subsidiary and control accounts; may supervise clerical employees in the posting and maintenance of financial records; audits business accounts; assists in the development, implementation and improvement of the automated fiscal accounting system; may also act as a lead worker and be called upon to train lower level personnel.





MINIMUM QUALIFICATIONS:





General Knowledge of:





	Accounting principles and practices


	Governmental accounting


	Cost accounting


	Auditing principles and practices


	Statistics/statistical sampling


	EDP systems operation and design





�
Skills to:





	Analyze accounting and statistical data


	Audit


	Prepare analytical accounting and audit reports


	Develop flow charting procedures


	Communicate effectively both orally and in writing





EDUCATION/EXPERIENCE:





Education, training, and/or experience which clearly demonstrate possession of the knowledge and skills stated above.  Examples of qualifying education and experience combinations are:





Completion of:  upper division coursework in Accounting or a closely related field; or two years work experience performing professional accounting duties.





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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