City of Chippewa Falls
Position Description

Title:  
Accounting/Payroll Specialist
Department: 
Finance/Administration

Reports to:
Finance Manager/Treasurer

FLSA Status:
Non-Exempt 

Prepared: 
November 2020    

Wage Rate: 
Hourly

________________________________________________________________
Position Summary

The essential functions of this position are listed below and are representative of the knowledge, skill, and/or ability required.  

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. These are not to be construed as exclusive or all-inclusive. Other duties will be required and assigned.
This position maintains the accounting records of the City and assists the Finance Manager/Treasurer in other key financial operations of the City including tax collections, purchasing, annual budget preparations, and investments. This position also processes bi-weekly payroll, completes reporting requirements associated with payroll, and administers employee benefits. All activities should be carried out consistent with Generally Accepted Government Accounting Principles (GAAP). 
Essential Accounting Duties of the Position:

· Processes and maintains journal entries, cash receipts, and purchase orders.

· Reconciles bank statements. Responsible for bi-weekly reconciliation of balance sheets and accounts.

· Processes and maintains accounts receivable. Ensures that daily receipts are deposited to the proper accounts.  

· Reviews department invoices and expenditures.  

· Processes and maintains accounts payable. 

· Assists Finance Manager/Treasurer in processing tax collections of Personal and Property Taxes for the City, records delinquent taxes for the County, and provides cashiering service for most City departments, including Utility.  
· Maintains special assessment accounts and prepares special assessments in connection with annual property tax bills. 
· Assists Finance Manager/Treasurer in preparing annual budget projections and spread sheets.

· Prepares budget and year end fund account summaries and schedules for annual independent audit. 
· Works with department personnel to uphold sound City purchasing practices.

Essential Payroll Duties of the Position:

· Processes bi-weekly payroll.
· Completes quarterly and annual payroll reports.
· Completes new hire reporting requirements.
· Assists with coordination of employee benefits. 

Human Resource Duties of the Position:
Assist Finance Manager/Treasurer with recruitment of personnel as needed 

Supervisory Functions:

Provides direction to Account Clerk 
Qualifications:

Associate Degree with a major in Accounting, Business, Finance, Human Resources or in a related subject and at least four years experience in a similar responsible position in either a governmental, non-profit or private firm or the equivalent combination of education and experience.

Ability to deal with public in a pleasant, competent, and professional manner.

Knowledge of bookkeeping procedures and practices.
Advanced computer skills.

Ability to maintain confidential information.

Ability to prepare detailed and accurate financial records and reports.

Ability to define problems and deal with a variety of situations.

Ability to think quickly, maintain self-control, and adapt to stressful situations.

Attention to detail.

Excellent organization and mathematical skills.
Considerable experience in developing and maintaining spreadsheets.
Ability to communicate effectively, orally and in writing.

Employee must be bondable. 
Work Condition and Physical Demands: 
Work is performed in a general office environment. Lifting requirements are 20 pounds but occasionally will have to lift and/or move up to 50 pounds.  
Initial Probationary Period:

A successful candidate will be subject to an 18-month probationary period and pass a background check.  
