Rio Grande County
Job Description

Job Title:	Accountant 
Department:	County Administration
Reports to:	County Administrator
FLSA Status:	Non -Exempt
Prepared Date:  February 10, 2016
Approved By:	Board of County Commissioners
[bookmark: _GoBack]Initial Step and Grade: 15/1 $20.80 
Maximum Step/Grade:	15/17 $28.55 DOE
Approved Date:	 March 14, 2018

SUMMARY:  This position is responsible for wide functions of financial management, budget, fiscal control, bookkeeping, internal audits, economic analyses, directs fiscal data processing activities and programs, and assist in the financial process and reporting of county grants. 
ESSENTIAL DUTIES and RESPONSIBILITIES:    The list of duties below is not all inclusive.  

Budget
· Assists in preparation of the annual budget for recommendation to the BOCC for the next fiscal year and submit the same to the Board as required by the Colorado State Statutes.  
· Such budget shall include information from each fund and department of the county government including but not limited to recommended staffing, operating expenses, capital expenditures, lease purchases and revenue sources of the county government and any other information deemed necessary to justify the recommendations.
· Assists the Administrator in evaluating long range financial planning needs and costs of associated needs, and on financial implications of complex business decisions.
· Meets with the BOCC on a quarterly basis to present quarterly reports on the County’s financial status and budgetary performance for presentation to the BOCC.
· Consults with and advises the County Administrator on finance related issues; prepares reports and makes presentations; keeps management informed of new legislation and account standards affecting County finance policies and rules.
· Works closely with Department of Social Services accountant for budget information which is rolled into County totals.

Audit
· Assists in the coordinating and oversight of the annual financial and compliance audits.
· Assists in making sure that effective internal controls are in place and functioning to maintain compliance with applicable federal, state and local regulatory laws and stands for financial reporting.
· Assisting in development of County Accounting Policies and Procedures
· DSS has separate audit and are not included in County work papers

Daily Accounting
· Assists in the daily accounting, budget, financial reporting, and related management systems.  This includes maintenance of general and subsidiary ledgers; preparing financial reports for State and Federal agencies; periodic and year-end financial statements.
· Maintain the county’s fixed assets inventory and depreciation schedules annually.
· Reviews AP and Payroll pre-check lists for approval.
· Approves county credit cards, cell phones, and gas cards as approved by the Board of County Commissioners.
· Reconciles cash balances with County Treasurer on a monthly basis.
· Processes insurance claims and forms for Colorado Counties Property and Casualty Pool to maximize the coverage for loss prevention, reporting and services.
· Coordinate and reviews all insurance policies and contracts.
· DSS has separate accounting system through State of Colorado.  Gross numbers are included in Rio Grande County system.

Grants Management
· Assists in the compilation of financial reports for many and various County and Public Health grants.  
· Maintain, change and/or update county accounting policies and procedures as required by Federal and State Grants.
· Prepares purchase orders, maintains inventory, oversees grant reimbursement requests and receipt of funding, maintains grant files from application to close out, attends monitoring and grant training sessions as required by grantors.
· Does not include DSS grants.

Emergency Preparedness
· Obtain and maintain Fiscal Management training offered by FEMA and the Office of Homeland Security and Emergency Management
· Serve as fiscal officer during times of disaster

Other Duties as assigned by County Administrator

QUALIFICATIONS
Reasonable accommodations may be made to enable individual with disabilities to perform the essential functions.

EDUCATION and EXPERIENCE:  Bachelor’s degree (B.A.) from a four year college or university in Business Administration or Accounting with two or more years related experience and/or training; or equivalent combination of education and experience.   Any equivalent combination of education, training, and experience, which provides the requisite knowledge, skills, and abilities for this job, may be substituted at the discretion of County Management. 

Knowledge, Skills, and Abilities:
· Knowledge of governmental accounting, financial reporting and budgeting
· Knowledge of “Generally Accepted Accounting Principles and Generally Accepted Auditing Standards” related to Colorado County Financial and compliance reporting 
· Ability to assemble, organize, and present statistical, financial and factual information derived from a variety of original and secondary sources.
· Knowledge of and expertise in common office software.  Ability to learn and adapt to different programs including Excel and modular accounting programs.
· Skills in the areas of leadership, interpersonal skills and conflict resolution.  
· Ability to express ideas clearly and concisely, orally and in writing.
· Ability to establish and maintain effective working relationships with other employees, officials and the public.
· Ability to work with mathematical concepts such as probability and statistical inference.  Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical solutions.

SUPERVISORY RESPONSIBILITIES:  May directly supervise employees as assigned.  Carries out supervisory responsibilities, if any, in accordance with the organization’s policies and applicable laws.  Responsibilities may include training employees; planning, assigning, and directing work; addressing complaints and resolving problems if any employees are assigned.

LANGUAGE SKILLS:  Ability to read, analyze, and interpret common scientific and technical journals, financial reports, and legal documents.  Ability to respond to common inquiries or complaints from customers, regulatory agencies, or members of the business community.  Ability to write speeches, and articles for publication that conform to prescribed style and format.  Ability to effectively present information to top management, public groups, and/or boards of directors.
 
CERTFICATES, LICENSES, REGISTRATIONS:  Valid Driver’s License

PHYSICAL DEMANDS:  The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  
This is an office position which requires sitting, standing, and walking.  The employee must occasionally lift and/or move up to 30 pounds.  Specific vision abilities required by this job include close vision, distance vision, peripheral vision, and ability to focus.  Must perform a variety of hand and eye coordination tasks.

WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.

The noise level in the work environment is usually quiet.  Employee works in a standard office environment where there is freedom to sit, stand, or walk at will.

Employee may attends after-hour meetings locally and state wide should the discussion entail county finance.  This job may require limited travel, over-night stays.  It may also require extended hours in a county emergency situation such as fire or disaster.

BENEFITS:  Full time employees will receive a full benefit package as provided to all full time employees and as approved by the Rio Grande County Board of County Commissioners.
EQUAL OPPORTUNITY:  Rio Grande County is an Equal Opportunity Employer.  All persons receiving compensation from Rio Grande County through payroll are considered employees of Rio Grande County and are expected to adhere to Rio Grande County Employment Policies.  

THIS JOB DESCRIPTION DOES NOT CONSTITUE AN EMPLOYMENT AGREEMENT: Nothing in this job description restricts Rio Grande County’s ability to assign, reassign or eliminate duties and responsibilities of this job at any time.  It does not prescribe or restrict the tasks that may be assigned.  Those functions may change at any time as the needs of the County change or for other reasons deemed appropriate.  This does not constitute a contract, written or implied, between the County and any County employee.  No employee should consider these guidelines as a contract.  Rio Grande County does not guarantee any specific term or length of employment.  All employees of the County are “at will employees”.

I, __________________________________________ have read the above job description for Rio 
Grande County Administration Department.  To the best of my knowledge, I am able to perform all duties of the job as described.

_______________________________________ 			_______________________
Employee/Applicant							Date

_______________________________________				_______________________
Supervisor								Date

Note:  A job description will need to be signed by the applicant selected for the position.
