City of Jonesboro 2019
Accountant
Job Description

Job Code: SS - Yes

Exempt: Yes

Department: Finance

Reports To Finance Director or CFO
Location:

Date Prepared: July 03, 2019

Date Revised:

GENERAL DESCRIPTION OF POSITION

The City Accountant is responsible for performing general ledger account and bank statement
reconciliation, preparing journal entries and financial statements, creating and maintaining periodic
reporting, maintaining fixed asset system, assisting with annual budgeting, preparing statistical and
financial reports, and otherwise assisting the Director of the Finance Department as needed. Assisting
auditors during the audit process.

ESSENTIAL DUTIES AND RESPONSIBILITIES
1. Utilizes the City's accounting system, billing system, spreadsheet, and presentation software.

2. Performs various complex account analyses and reconciliations.

3. Reconciles the general operating accounts, multiple bank statements and enters the cash journals
into the General Ledger.

4. Uses statistical, economic and financial principles and techniques to prepare reports.
5. Prepares various financial documents for compliance with regulations.

6. Monitors and submits for mailing all periodic financial documents required by interested creditor,
grants and government agencies.

7. Assists with the month-end closing process, conducting research and making correction journal
entries for account discrepancies, prepares closing journal entries, posts accrual entries, and prepares
financial statements.

8. Maintains best fixed asset system, which includes preparation of journal entries, reconciliation of
general ledger to fixed assets system, and preparation of depreciation schedules for budgeting
purposes.

9. Operates a City vehicle in the performance of essential job functions.
10. Perform any other related duties as required or assigned.

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty mentioned
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability
required.



EDUCATION AND EXPERIENCE

Broad knowledge of such fields as accounting, marketing, business administration, finance, etc.
Equivalent to a four year college degree, plus 12 to 18 months related experience and/or training, or
equivalent combination of education and experience.

COMMUNICATION SKILLS

Ability to write reports, business correspondence, and policy/procedure manuals; Ability to effectively
present information and respond to questions from groups of managers, clients, customers, and the
general public. Ability to read, analyze, and understand common scientific and technical journals,
financial reports, and legal documents; Ability to respond to complex or difficult inquiries or complaints
from customers, regulatory agencies, or members of the business community.

MATHEMATICAL SKILLS

Ability to calculate figures and amounts such as discounts, interest, commissions, proportions,
percentages, area, circumference, and volume. Ability to apply concepts such as fractions, ratios, and
proportions to practical situations.

CRITICAL THINKING SKILLS

Ability to solve practical problems and deal with a variety of known variables in situations where only
limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, or
diagram formats.

REQUIRED CERTIFICATES, LICENSES, REGISTRATIONS
Valid Drivers license

PREFERRED CERTIFICATES, LICENSES, REGISTRATIONS
Certified Public Accountant license

SOFTWARE SKILLS REQUIRED
Not indicated.

INITIATIVE AND INGENUITY
SUPERVISION RECEIVED
Under administrative direction, setting up own standard of performance. Virtually self-supervising.
Reports to senior management of the organization.

PLANNING

Considerable responsibility with regard to general assignments in planning time, method, manner,
and/or sequence of performance of own work, in addition, the work operations of a group of
employees, all performing basically the same type of work.

DECISION MAKING

Performs work operations which permit frequent opportunity for decision-making of minor
importance and also frequent opportunity for decision-making of major importance, either of which
would affect the work operations of small organizational component and the organization's
clientele.

MENTAL DEMAND

Intense mental demand. Operations requiring sustained directed thinking to analyze, solve, or plan
highly variable, administrative, professional, or technical tasks involving complex problems or
mechanisms.



ANALYTICAL ABILITY / PROBLEM SOLVING

Directed. Supervisory and/or professional skills using structured practices or policies and directed as to
execution and review. Interpolation of learned things in moderately varied situations where reasoning
and decision-making are essential.

RESPONSIBILITY FOR WORK OF OTHERS
Responsibility for work of others: Not indicated.

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT

Regularly responsible for funds, building premises, inventory, or other property owned or leased by the
organization and, in addition, may have temporary custody and responsibility of patron property, which
through carelessness, error, loss, theft, misappropriation, or similar action would result in very
important monetary losses to the organization. The total value for the above would range from
$50,000,000 to $100,000,000.

ACCURACY

Probable errors would normally not be detected in succeeding operations and could possibly affect
organization-patron relationship, involve re-work, or additional expenditures in order to properly resolve
the error. The possibility of such errors would occur quite frequently in performance of the job. May
also cause inaccuracies or incomplete information that would be used in other segments of the
organization as a basis for making subsequent decisions, plans, or actions.

ACCOUNTABILITY

FREEDOM TO ACT
Moderately directed. Freedom to act is given by upper level management guided by general
policies and objectives that are reviewed by top management.

ANNUAL MONETARY IMPACT

The amount of annual dollars generated based on the job's essential duties / responsibilities.
Examples would include direct dollar generation, departmental budget, proper handling of
organization funds, expense control, savings from new techniques or reduction in manpower.

Very large. Job creates a monetary impact for the organization from $50mm to $100mm.

IMPACT ON END RESULTS

Major impact. Job has a considerable impact on the organization's end results. A high level of
accountability to generate, manage, and/or control funds within a department and/or total
organization.

PUBLIC CONTACT

Regular contacts with patrons, either within the office or in the field. May also involve occasional self-
initiated contacts to patrons. Lack of tact and judgment may result in a limited type of problem for the
organization.

EMPLOYEE CONTACT

Contacts of considerable importance within the department or office, such as those required in
coordination of effort, or frequent contacts with other departments or offices, generally in normal
course of performing duties. Requires tact in discussing problems and presenting data and making
recommendations, but responsibility for action and decision reverts to others.



USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS
Regular use of complex machines and equipment (desktop/laptop computer and software, road and
production machines and equipment, driver's license/cdl, etc.)

WORKING CONDITIONS
Normal working conditions as found within an office setting, wherein there is controlled temperature
and a low noise level, plus a minimum of distractions.

ENVIRONMENTAL CONDITIONS

The following work environment characteristics described here are representative of those an
employee encounters while performing essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually very quiet.

PHYSICAL ACTIVITIES

The following physical activities described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions and expectations.

Semi-repetitive, low physical. Semi-repetitive type work which requires periods of concentration for
varied time cycles as prescribed by the tasks.

Specific vision abilities required by this job include close vision.

ADDITIONAL INFORMATION
Not indicated.



