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TOWN OF BELMONT

POSITION DESCRIPTION
POSITION TITLE:
ASSISTANT TOWN ACCOUNTANT
PURPOSE OF POSITION

This position reports to the Town Accountant and all work is performed under the general direction of the Town Accountant. The purpose of this position is to assist the Town Accountant direct, administer, control and audit all functions of the department
ESSENTIAL FUNCTIONS

The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. Other duties may be required and assigned.
Reconciles cash for all funds with the Treasurer’s Office. 
Prepares monthly financial statements and reports including revenue, expenditure, general ledger, purchase order reports.  Prepares year-end spreadsheets for financial statements and Town reports.
Assists in preparation and review of schedules required for all GASB pronouncements.

Reconciles all accounts receivable including Enterprise funds, Community Preservation Fund and Ambulance receipts.

Prepares journal entries for commitments, abatements, and personal property and real estate transactions for all funds. 

Prepares budget amendment entries, general journal entries and reports. 

Assists in review of contract documents for compliance, prior to Town Accountant’s certification of availability of funds. Tracks and records and maintains all contracts created by the Town.
Reviews, approves and processes requisitions for all Town departments. Processes purchase orders after verification of contract compliance and availability of funds.. Responsible for year-end closing of requisitions, purchase orders, proving encumbrances and preparing End of Year Purchase Orders reports. 
Conducts internal audits of department cash receipts and procedures for handling of cash and billings.  Conduct internal audits of accounts payable warrant preparation and procedures for approval. Conducts checks of internal controls and safeguarding of assets. 

Records and maintains information on all assets for the Town. 

Monitors legal compliance and expenditures for all funds and all projects in accordance with Massachusetts General Law and Federal laws.

Prepare billings for agency fund accounts, for ambulance receipts, and all interdepartmental billings.
Issue Form-1099s for all eligible vendors of both school and town. 

Coordinate annual Worker’s Compensation audit.
Provides MUNIS training to new employees on their department-related requisition processing and review general ledger revenue and expense accounts. 
Submits reimbursements requests to state and local agencies – eg. MSBA, state grants, etc.

Maintains and disposes records of all accounting files and correspondence per the Massachusetts General laws. 

Responds to general inquiries in the absence of the Town Accountant. 
Other duties as assigned. 

MINIMUM QUALIFICATIONS
Bachelor’s degree in Accounting, Finance or related field with five years of progressively responsible governmental accounting and financial management experience or any equivalent combination of education, training and experience which provides the requisite knowledge skills and abilities for this job. Experience in MUNIS financial programs software highly desirable.
PERFORMANCE APTITUDES
Data Utilization:
Requires the ability to perform mid-level data analysis including the ability to audit, deduce, assess, conclude and appraise. Requires discretion in determining and referencing such to established criteria to define consequences and develop alternatives.

Human Interaction:
Requires the ability to provide first line supervision in the absence of the Town Accountant. Ability to persuade, convince, and train others. Ability to advise and provide interpretation regarding the application of policies, procedures and standards to specific situations.

Equipment, Machinery, Tools and Materials Utilization:
Requires the ability to operate a variety of office equipment such as personal computer, typewriter, telephone, fax machine, calculator/adding machine, computer printer and photocopier.

Verbal Aptitude:
Requires the ability to utilize a variety of reference, descriptive and advisory data and information such as financial statements, invoices, purchase requisitions, budget requests, general ledger, chart of accounts, accounting methods, annual budget, audit reports, computer software operating manuals, statutes, procedures, guidelines and non-routine correspondence.

Mathematical Aptitude:
Requires the ability to perform addition, subtraction, multiplication and division; calculate percentages, fractions and decimals; ability to perform mathematical operations involving basic algebra and geometry. 
Functional Reasoning:
Requires the ability to apply principles of influence systems such as supervision, leading, planning, coordinating and controlling. Ability to exercise independent judgment to apply facts and principles for developing approaches and techniques to problem resolution.

Situational Reasoning:
Requires the ability to exercise the judgment, decisiveness and creativity required in situations involving the evaluation of information against sensory, judgmental and/or subjective criteria, as opposed to criteria that are clearly measurable or verifiable.

ADA COMPLIANCE
Physical Ability:
Tasks involve the ability to exert light physical effort in sedentary to light work, but which may involve some lifting, carrying, pushing and pulling of objects weighing five to ten pounds. Tasks may involve extended periods of time at a keyboard or workstation.

Sensory Requirements:
Requires the ability to recognize and identify similarities or differences between characteristics of shapes and sounds associated with job-related objects, materials and tasks. 

Environmental Factors:
Tasks are regularly performed in safe and comfortable surroundings without exposure to adverse environmental conditions.
The Town of Belmont, Massachusetts is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the Town will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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