9201

ACCOUNTI NG TECHNI CI AN 2

Nat ure of Work

Under general supervision, perforns entry |evel accounting
support duties. The incunbent is responsible for performng
routi ne posting and adjusting to the general |edger, processing
clains and invoices, and review ng transactions for conpl eteness,
accuracy, and conpliance with state and federal |aws and
regul ations. Perforns related work as required.

Di stingui shing Characteristics

This is beginning | evel paraprofessional
accounting/auditing work. Duties are distinguished by the
recordi ng and bal anci ng of routine financial and nunerical data
i n accordance with agency standards and work procedures.

Exanpl es of Work
Processes cl ainms and i nvoices; accurately cal cul ates and
records anounts.
Prepares bank deposits and/or checks.
Perforns routine posting and adjusting to | edger.
Identifies and corrects own routine posting errors.
Cl assifies/ codes according to a chart of accounts.
Performs routine reconciliation reports such as bank
reconciliations and batch reports.
Mai nt ai ns accounting records; gathers data and prepares
financial statenents and reports fromrecords maintained.
Contacts associ ates, adm nistrators, and general public in
order to obtain information, discuss changes in docunents, or
resol ve routine problens with accounts.

Know edge, Skills, and Abilities
Know edge of basic mathenmatical conputations.
Know edge of the operation of office equi pnent such as a
copi er, fax machine, and personal conputer.
Skill in the use of a calcul ator.
Ability to detect and correct errors in arithnmetic or to refer
to proper source for correction.
Ability to gather and conpile data for use in financial
reports.
Ability to conmunicate effectively, both verbally and in
writing.



9201
ACCOUNTI NG TECHNI CI AN 2 ( CONT’ D)

Know edge, Skills and Abilities (cont’d)
Ability to establish and nmaintain effective working
relati onships with others.

M ni mum Qual i fications

TRAINING Graduation froma standard four-year high school or
t he equi val ent .

EXPERI ENCE: Two years of full time or equivalent part tine
pai d bookkeepi ng, accounting or rel ated experience.

SUBSTI TUTI ON: Successful conpl etion of coll ege-Ievel
accounting courses froman accredited college or university
may be substituted at the rate of three senmester hours
equal s si x nont hs experience;

OR
Successful conpletion of related busi ness school or
vocational training my be substituted for the experience
t hrough an established fornul a.
PROMOTI ONAL ONLY: Si x nonths experience as an Accounting
Techni ci an 1.

Est abl i shed: 9/ 18/ 97
Ef fective: 12/ 01/ 97



