
POSITION VACANCY ANNOUNCEMENT

City of Whittier, AK Accounting Clerk
Posted: 4/1/10
Accepting applications and resumes

Open until filled
Equal Opportunity Employer
The City of Whittier is seeking candidates to fulfill a vacancy for the position of Accounting Clerk.  This position is a critical and significant position within the municipal organization and all candidates who are interested in applying are encouraged to do so.        

GENERAL PURPOSE   

The Accounting Clerk performs technical and administrative accounting work in maintaining the fiscal records and systems of the City.  This position reviews and recommends procedures, policies and practices for accurate and proper finance management and administration.
ESSENTIAL DUTIES AND RESPONSIBILITIES
· Establishes and maintains internal control procedures and assures that state and federal standard accounting procedures are maintained.

· Practices full cycle accounting for the City of Whittier incorporating A/R, A/P, Payroll, G/L and budget prepared under 'Fund and Enterprise' accounting principles.
· Maintains general ledger accounts and special project funds. 
· Prepares all billing of A/R, payroll, and processing of all A/P as well as processing of all applicable federal and state reports and deposits.   
· Maintains financial records.  
· Performs duties as necessary or assists in the collection of taxes, fees and other receipts in accordance with laws and regulations. 
· Assists the City Manager and Director of Administration with annual budget preparation. 
· Assists independent auditors in the audit of city records.  
· Performs periodic financial studies and analyses.   
· Provides other departments/directors with accounting and administrative support as needed.
MINIMUM QUALIFICATIONS
The following minimum qualifications must be met for your application to be valid and considered:

· High School diploma or GED

· Read, write, and speak English

· Working familiarity with Microsoft Office product suite

· Working experience with administrative software products such as QuickBooks, Great Plains, etc.

PREFERRED QUALIFICATIONS

· Graduation from an accredited four‑year college or university with a degree in accounting, business management, finance or a closely related field.
· Five (5) years of accounting experience; or equivalent combination of education and experience not less than five (5) years.

· Knowledge of fund accounting. 

· Previous experience in a city office setting

NECESSARY KNOWLEDGE, SKILLS, AND ABILITIES
· Thorough knowledge of double entry accounting theory, principles, and practices; auditing theory and practices; internal control procedures, and bookkeeping and accounting procedures and systems, including computer applications

· Skill in the operation of the listed tools and equipment

· Ability to maintain effective accounting procedures, ability to carry out assigned projects to their completion; ability to communicate effectively verbally and in writing; ability to establish and maintain effective working relationships with employees and the public. 

TOOLS AND EQUIPMENT USED
Personal computer, including spreadsheet, word processing, and database software; central financial computer system; telephone with voice mail; 10-key calculator; typewriter; copy machine. 

HOW TO APPLY
Submit a City of Whittier application, resume, reference release form, cover letter with three professional references, and writing sample to the Interim City Manager in person or, by mail, to City of Whittier, Attn. Interim City Manager,PO Box 608 Whittier, AK 99693. Application forms are available at Whittier City Hall, or on line at www.whittieralaska.gov. 
SELECTION PROCESS 
1. Formal application

2. Rating of education and experience

3. oral interview and reference check

4. job related tests (at city’s option)

5. pre-employment drug testing
A COMPLETE JOB DESCRIPTION AND APPLICATIONS ARE AVAILABLE AT WHITTIER CITY HALL AND ON THE WEBSITE www.whittieralaska.gov. This position is open until filled.   

