City of Shakopee
POSITION DESCRIPTION

TITLE: Accounting Clerk
DEPARTMENT: Finance
CLASSIFICATION:

REPORTS TO: Finance Director
STATUS: Full-Time, Non-Exempt
PAY GRADE: 4

LAST REVIEWED: 04.25.2017

SUMMARY
Skilled administrative position performing accounts payable, accounts receivable, special assessment and
other general accounting duties.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Processes accounts payable. Receives purchases orders, invoices and vouchers from all City
departments, reviewing for content, completeness and accuracy. Enters and processes payments
using accounting software, scans and stores documentation electronically, and prints and distributes
checks and reports.

Performs accounts receivable activities. Reviews invoice requests for processing. Enters and
generates invoices from various departments using accounting software, scans and stores documents
electronically. Reviews unpaid invoices and follows up on delinquent accounts, sends monthly
statements to customers, places collection calls on past due accounts.

Applies special assessment payments using the property data system software. Updates monthly
payment transactions and provides timely payment information to the County. Balances new and
previous special assessment rolls to the general ledger, special assessment system and the County
reporting system. Finalizes assessment rollovers to the county for collection on property taxes. Assists
residents with questions and outstanding balance inquires.

Develops financial reports and accompanying memos for City Council agendas as assigned.

Assists and serves as a back-up to the Accountant. Performs general accounting, data-entry and
miscellaneous office tasks.

Maintains accounting documents electronically in accordance with applicable records retention and
data privacy laws.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED

Ability to communicate ideas and explanations clearly in English, both orally and in writing.

Ability to establish and maintain positive, professional working relationships with co-workers and
supervisors.

Ability to work with the public in a friendly, tactful manner.

Knowledge of and ability to operate common office equipment including personal computers, ten-key,
scanners, fax machines and copiers.

Ability to use common Microsoft Office programs, such as Word and Excel, as well as web-based email
and timesheet software.

Ability to master the City’s financial software for use in processing accounts payable and receivable.
Ability to add, subtract, multiply and divide using units of American money and measurement.

Ability to apply mathematical concepts in practical problem solving situations such as fractions,
percentages ratios and proportions.

Knowledge of basic accounting procedures and internet transactions.

Ability to accurately maintain alphabetical, numerical and statistical files and records.

Ability to write and type routine reports and correspondence, that conform to prescribed style and
format. Knowledge of and ability to apply proper English, spelling, and punctuation.

Ability to read, analyze, and interpret documents such as City policies, financial reports and simple
legal documents.

Ability to apply common sense understanding to carry out instructions furnished in written, oral or
diagram form.



¢ Ability to define problems, collect data, establish facts, and draw valid conclusions.

e Ability to comprehend and communicate policies, practices and services of the Finance Department to
fellow City employees and members of the public.

o Ability to use discretion relating to work material and assignments and to exercise appropriate judgment
in their release or presentation.

INTERNAL/EXTERNAL CONTACTS

e Daily contact with Administrative Department and other departmental staff.

e Daily contact with the public.

e Some interaction with Department Heads to provide support and assistance.

QUALIFICATIONS
Minimum Qualifications
Associate’s degree in accounting or closely related field and two years of accounts payable experience.

WORKING CONDITIONS
The normal work environment is a modern, climate-controlled office building, with moderate levels of
noise generated by conversations, phones and other office equipment.

PHYSICAL DEMANDS

While performing the duties of this job, the employee is regularly required to sit, stand and move about
the office; use hands to finger, handle or feel objects, tools or controls; and reach with hands and arms.
The employee is required to speak, hear and see in order to share information, receive instructions and
complete tasks using a computer screen. The employee must occasionally lift and/or move up to 25
pounds.

EQUIPMENT REQUIRED TO PERFORM JOB
e Desktop Computer

e Desktop Phone

e Copy/Scanner/Fax Machine

The City of Shakopee is an Equal Opportunity Employer.



