Klickitat County, Washington

Position Description

	Position Title:


Accountant - Treasurer
	Effective Date:


January 1, 2010

	Reports to:

County Treasurer/Chief Deputy Treasurer
	Pay Grade:


39

	Department/Division:

            Treasurer
	FLSA Status:


Non-Exempt

	Location:

            Goldendale 
	Position Status:


Full-time     



	Basic Job Purpose/Function:

Performs accounting functions for the Treasurer’s Office relating to governmental forms of accounting assuring compliance with Federal, State and local accounting procedures, and consistent with generally accepted accounting principles.




	Essential Job Duties:

1. Prepares Treasurer’s portion of the County’s annual report.

2. Recalculate taxes for supplemental and cancellations, refunding taxes when necessary.

3. Assists with customers on telephone and at the counter.

4. Assist in balancing of daily financial activities.

5. Distribution of various timber taxes.

6. Various other tasks such as review of excise forms, refunding of over payments.

7. Prepare monthly reports for all County agency funds and 38 separate taxing districts, ensuring that all BARS coding is correct, money is in correct fund, and reconciliation of investments and warrants.

8. Ensure availability of funds before any A/P is released.

9. Ensure that all county funds and all other taxing districts are in balance with accounting system.

10. Provide back-up for all foreclosure processes to ensure that all legal steps have been taken to notify the property owners and lien holders of the delinquency.

11. Provide back-up to the Treasurer and/or Chief Deputy Treasurer should either of them be absent.

12. Balance all cash drawers at the end of each day and prepare the daily deposit that goes to the bank each day.  

13. Provide checks for different county departments upon their request and after appropriate approval.




	Additional Job Duties:

1. Perform other related duties as needed

2. Provide back-up for any job function in this office at any given time. 




	Requirements/Minimum Qualifications:

· Knowledge of principles, practices, and techniques and related tools/equipment to accomplish the basic function of this position, including any safety and/or legal requirements.  Includes specialized skills and knowledge in generally accepted accounting principles.

· Any equivalent combination of education and experience that provides the applicant with the required knowledge, skills, and abilities to perform this job.  A typical way to obtain the knowledge and abilities would be an
AA in accounting and two years of progressively responsible bookkeeping.  

Licenses, Certificates, and Other Requirements
Valid state driver's license in state of residence

Must be bondable
A background and credit check will be conducted



	Working Conditions:

· This position requires the ability to perform those activities to complete the essential functions of the job, either with or without reasonable accommodation.   The position requires continuous and/or frequent talking, repetitive motions of hand/wrists, hearing, and handling. Mental activities required by the employee in this position include decision making, interpersonal skills, supervisory skills, teamwork, creativity, customer service, mentoring, use of discretion, presentations/teaching, problem analysis, negotiation, and the ability to perform math and to read, write, speak and understand English.  Required physical activities can include frequent keyboard fingering, talking, repetitive motions of hands and wrists, sitting, hearing and lifting, pushing, pulling, and carrying objects up to 10 pounds.



	The statements contained herein reflect general details as necessary to describe the principal functions of this job, the level of knowledge and skills typically required, and the scope of responsibility, but is not and should not be construed an all-inclusive listing of responsibilities, skills, work requirements, or working conditions.  While it is intended to accurately reflect the position activities and requirements, individuals may perform other duties and Klickitat County, Washington reserves the right to modify, add or remove duties, and assign other duties as necessary, including work in other functional areas to cover absences or relief, to equalize peak work periods, or otherwise to balance the work load.
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