APPROVED SEPTEMBER 1989
CITY OF WATSONVILLE

JOB TITLE: Assistant Finance Officer

DESCRIPTION OF BASIC FUNCTIONS AND RESPONSIBILITIES

To assg in planning, organizing, and administering the activities and operations of the Finance
Department; to supervise saff involved in the maintenance and processing of fiscd records and
accounts, to perform professional accounting work; and to represent the Department in the absence of
the Adminidrative Services Director. Employees in this classification receive adminigrative direction
within aframework of generd guiddines. Employeesin this classfication direct, supervise, and formally
evauate the work of others. This job class exercises respongbility for supervising and coordinating the
City'sfiscal record keeping and reporting
operations. Thisjob class requires professond level knowledge of accounting, budgeting, financia
reporting methods, procedures, and regulations.

TYPICAL DUTIES

. Assgsin the development, implementation, adminigtration, and maintenance of accounting,
budget control, and reporting operations and systems for City fiscal operations

. Supervises, coordinates, and formaly evauates the work of assigned professond and
technica/clerica accounting aff

. Performs technica and professiona accounting and auditing functions in support of fisca
operations

. Prepares complex financid anayses, statements, and reports

. Acts as information source to saff, other departments, administrators, outside agencies, and the
public regarding departmentd activities, operations, requirements, and standards

. Prepares journa entriesto close generd ledger at fisca year end

. Invests City funds, andyzes cash flow; analyzes, researches and studies investment
opportunities, maintains related records

. Prepares monthly bank reconciliations for a variety of City accounts

. Assgsin the preparation of the annua budget; assists departmentsin preparing budget
requests, attends budget hearings, prepares supporting worksheets and graphs

. Manages grants of state and Federd funds; prepares claims and maintains related records and
reports

. Actsfor the Adminigrative Services Director in his’her absence

. Performs related duties smilar to the above in scope and function as required



EMPLOYMENT STANDARDS

K nowledge of:

budgeting, financia reporting, investments, and grant management

governmentd laws, regulations, statutes, and requirements related to public agency accounting
and fiscal record keeping

data processing concepts and procedures pertaining to financid record keeping operations
principles and techniques of supervision including staffing employee development, and planning
and organizing work

Ability to:

establish and maintain detailed accounting records, controls, and files

direct, supervise, coordinate, and formally evauate the work of others

organize and prioritize departmenta work flow and operations

accurately check, verify, and analyze a variety of accounting data and draw sound conclusions
tactfully and effectively communicate in both ord and written forms

edtablish and maintain effective work relationships with those contacted in the performance of
required duties

Training and Experience: Any combination of training and experience which would provide the

required knowledge and abilitiesis quaifying. A typicd way to obtain the knowledge and abilities
would be:

A degree in Business Adminigiration with an emphasis in accounting and two years
of responsible professona accounting experience



