City of Akutan
Job Description – Finance Clerk

Job Title:		Finance Clerk I, II, or III
Department:		Administration
Reports to:		Finance Manager
Status:			Regular Part-time, 15-22 Hours per Week, Non-Exempt
Pay-Depends on Exp.:	Finance Clerk I $23 per hour
			Finance Clerk II $20 per hour
			Finance Clerk III $17 per hour
Duty Station:		Anchorage Admin Office

General Functions:
Utilize QuickBooks to accurately enter transactions for Accounts Receivable, Accounts Payable, and Payroll in a governmental fund accounting environment. Maintain administrative records physical and electronic files.  Ability to follow instructions, learn and retain bookkeeping and accounting concepts and progressively become able to work independently and accurately to implement tasks.

Major Duties and Responsibilities:
· Payroll including timecard calculation, PERS retirement, tax and child support liabilities, entries and processing in QuickBooks weekly/bi-weekly. 
· Keep and maintain Payroll, Accounts Receivable and Accounts Payable files.
· Supply ordering and Purchase Orders and Purchase Requests for Accounts Payable.
· Assist Utility Clerk’s preparation of customer invoices monthly, such as City utilities, rentals, leases, moorage and docking fees and other Accounts Receivable.

Job Specifications:
· Detail oriented; ability to multi-task; successfully prioritize work; meet deadlines; and accurately perform work unsupervised. 
· Ability to learn and develop job skills becoming progressively competent and effectively implementing job duties.
· Proficient in QuickBooks, Microsoft Outlook, Word and Excel in a business computer network setting.
· Experience with bookkeeping and accounting processes including payroll, receivables and vendor payments.
· Five years experience successfully utilizing computers, QuickBooks, and Excel spreadsheets for accounting and bookkeeping. 
· Other duties as assigned. 

Progressive Job Development Levels 
· Finance Clerk III – Entry Level Trainee: Ability to learn and comprehend instruction.
· Finance Clerk II – Combination 2 years bookkeeping experience and college courses.
· Finance Clerk I – 5-8 years proven Fund Accounting experience, A.A. Accounting Degree. 

