Accounting Technician

Category: Part-Time Salary: $32,962 - $61,705 range annually with
midpoint at $47,465

Position Summary

Performs responsible paraprofessional accounting and limited payroll support work
involving the processing, maintenance, and reconciliation of financial and payroll
records. Work includes assisting with payroll administration, account reconciliations,
accounts payable processing, and other accounting functions within the Finance
Department. The employee exercises independent judgment within established
policies and procedures and works under general supervision.

Essential Job Functions

Accounting Support

e Assists with maintaining and reconciling financial records and accounts.
e Prepares and processes journal entries as assigned.
e Assists with monthly account reconciliations.
e Maintains supporting documentation for financial transactions.
e Assists with fixed asset record maintenance.
Assists with month-end and year-end closing activities.
Provides support during annual audits and financial reporting
processes.

Payroll Support
e Assists with payroll processing activities and payroll data entry.

e Assists with maintaining employee payroll records.

e May reconcile payroll deductions and benefit invoices.

e Assists with retirement reporting and payroll-related filings.

e May provide backup support for payroll processing during employee
absences.

e May respond to employee payroll inquiries and requests.

Administrative and Financial Operations
¢ Maintains accounting and payroll files and records.
e Assists with vendor and employee record maintenance.



Accounting Technician

e Prepares spreadsheets and reports using financial software and Microsoft
Excel.

e Performs data entry and recordkeeping functions related to financial
operations.

e Provides customer service to County departments, employees, vendors, and
the public.

e Assists with special projects and other Finance Department duties as
assigned.

Note: This is not an exhaustive list of duties. The County reserves the right to modify
jJob duties or assign additional responsibilities as needed.

Minimum Qualifications

* Education:
e Associate degree in Accounting, Finance, Business Administration, or
related field; or,
¢ High school diploma or GED supplemented by coursework in accounting,
bookkeeping, or finance and at least two (2) years of related experience.

* Experience:
e Experience in local government finance, accounting, payroll, or

bookkeeping preferred.
e Experience with Tyler Technologies Munis preferred.
e Experience with payroll processing and account reconciliations preferred.

Special Qualifications
e Possession of a valid Virginia driver's license or ability to obtain one.

Knowledge, Skills, and Abilities

e Working knowledge of accounting principles and practices.

e Working knowledge of payroll processes and applicable regulations.
e Ability to maintain accurate financial and payroll records.

e Ability to perform mathematical calculations with accuracy.

e Ability to prepare reports and maintain detailed records.

¢ Ability to maintain confidentiality of sensitive financial and personnel

information with no exceptions.



Accounting Technician

Proficiency in Microsoft Office products, particularly Excel.
Ability to establish and maintain effective working relationships with employees,

vendors, and the public.
Ability to learn and utilize financial management software, particularly Tyler

Munis.
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