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Capital Area Council of Governments
Job Description


CAPCOG Title:
Accountant IV


Division:
Finance

Reports to:
Director of Finance








  State Title and Grade:  
Accountant IV/ B19

FLSA Status:
 FORMCHECKBOX 
 Exempt            FORMCHECKBOX 
 Non-Exempt

GENERAL DESCRIPTION

Performs complex accounting work.  Work involves grant accounting, preparing financial statements, records, documents, and reports; auditing and reconciling accounting and financial documents; researching, analyzing and recommending options; and creating or maintaining records, systems, and/or controls. May train others. Works under general supervision with moderate latitude for the use of initiative and independent judgment. 
EXAMPLES OF WORK PERFORMED
· Manages grant and contract accounting in accordance with budgets and deadlines to ensure proper and timely reporting to funding agencies
· Prepares financial statements, reports, schedules, and exhibits; and prepares and audits general journal entries, payment, cash, purchase, travel, and related vouchers.
· Audits accounting and financial documents for accuracy and compliance with policies and procedures and with state and federal statutes.
· Prepares monthly status analysis of funds and expenditures, and prepares technical reports on estimates, cost data, and budget items.
· Classifies, codes, posts, and balances financial and accounting documents and records.
· Checks accounting operations in progress, reviewing and auditing completed financial records for accuracy and conformance with legal and departmental procedures and regulations.
· Maintains and determines the accuracy and reliability of agency accounting records, such as expenditure, fund expense and revenue collection records, and ensures agency assets are accounted for properly.
· Maintains adequate records of expenditures, funds, and expenses, as well as revenue collected and deposited.
· Maintains systems and controls necessary to provide accurate accounts of expenditures and budget balances for agency programs.
· Prepares invoices for agency programs and reconciles receipts. Coordinates the accounts and grants receivable for all program areas.
· Analyzes and recommends improvements, adaptation, or revisions to the accounting system and accompanying procedures.
· Reconciles accounts, bank statements, and/or appropriation balances.
· Researches reconciliation discrepancies and reports findings.
· Assists in planning procedures and regulations to control the disbursement of funds and in preparing letters of instruction, manual revisions, and related forms as necessary.
· Assists with the preparation of the annual report.
· Allocates expenditures to the appropriate funds.
· May instruct staff on the maintenance of accounting records on expenditures and revenue collected, the posting of general ledgers, and the posting of journals entries and/or adjustments.
· May approve and sign expense accounts and purchase vouchers submitted for payment.
· May direct the maintenance of accounting records on receipts and disbursements in compliance with state and federal statues, policies, and procedures.
· May assist in planning accounting and administrative support work procedures.
· May train others.
· Performs related work as assigned.
GENERAL QUALIFICATIONS  

Education and Experience
Graduation from an accredited four-year college or university with major course work in accounting, banking, finance, or related field is generally preferred.  Experience with grants and contracts, government accounting, and financial operations. Education and experience may be substituted for one another depending on qualifications.

Knowledge, Skills, and Abilities
Knowledge of:
· Governmental accounting
· Grant and contract management

· Familiarity with OMB Circular A-87 as well as the State of Texas Uniform Grant Management Standards (UGMS) 

· Budget control methods, policies, and procedures

· Laws and regulations pertaining to financial operations
· Generally accepted accounting principals

· MIP software preferred
· MS Excel, Outlook, and Word

· MS SharePoint desired
Skills and Abilities:

· Use of computer and software to support work applications
· Plan and coordinate financial programs
· Plan procedures and coordinate accounting operations
· Interpret laws and regulations
· Interpret and apply accounting theory
· Work effectively on several ongoing projects concurrently
· Speak to others to cause understanding
CAPCOG Core Competencies
· Leadership – Provides direction, motivation, and an example through open communication, optimism, and modeling best practices.

· Achievement Orientation – Balances competing priorities to meet all project and team commitments in a timely manner and delivers quality results.

· Concern for Effectiveness – Demonstrates a commitment to producing the highest quality work possible, while monitoring long-term impact.

· Teamwork - Recognizes independence and talent of each member; fosters a climate of trust, works within the team structure, understands the team perspective, and commits to goal attainment.  

· Communication – Ensures that key issues are addressed and that important information is shared quickly and effectively up, down, and across the organization.

· Customer Service – Consistently demonstrates respect, responsiveness, and professionalism towards others while providing superior service for customers.

Position Specific Competencies
· Decision-making – demonstrates use of effective decision-making techniques that provide timely, appropriate, and ethical approaches to unresolved issues.

· Judgment – demonstrates critical thinking based upon in-depth data gathering, corroborating information, considering others’ input, and personal values and ethics. 

· Accountability – takes responsibility for activities and performance regardless of circumstances.

· Compliance management – establishes and maintains systems and procedures to ensure all aspects of budgetary, legal, regulatory, and contractual requirements are met. 

· Strategic thinking – demonstrates ability to facilitate discussions and take actions to support and expand agency goals and mission.
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