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       Staff Accountant
     Full Time/Benefits 
  Salary $34,096-$61,372


Summary & Scope of Responsibilities:  Maintain current and accurate accounting records for all Town financial transactions.  Responsible for safeguarding Town assets, financial record keeping and reporting.  Ensures that accounting activities are in accordance with generally accepted accounting principles, legal, regulatory, and organization procedures. 
 
Reporting Relationships:  Reports to the Director of Finance/CFO.

Essential Tasks & Responsibilities:
· Reconciles all Town bank accounts.
· Prepares and enters appropriate journal entries and posts them to the G/L.
· Analyzes financial records for accuracy and conformance to Generally Accepted Accounting Principles, legal, regulatory, and organization procedures.
· Prepares all monthly financial reports for DOF/CFO review.
· Enters revenue received via ACH transactions into the accounting system and posts them to the G/L.
· Assists in preparation of yearly audit documentation and supports the auditors during the year end audit.
· Assists with the annual budget preparation.
· Completes all biweekly, quarterly, and yearly tax filings/reporting.
· Prepares annual W-2 and 1099 MISC forms and files with appropriate Federal and State agencies.

Other Responsibilities & Tasks:
· Respond to inquiries and requests for information from the Town manager, DOF/CFO, department heads, or outside agencies regarding financial information. 
· Participates in continuing education in the financial field, staying abreast of new reporting requirements, laws, and other regulations.
· May be required to work additional hours outside of a traditional work week as necessary.
· Performs other related duties as assigned.


Knowledge, Competencies &Technical Skills: Thorough knowledge of the principles and practices of financial reporting and policy formation, as they relate to the department.
· Maintains a working knowledge of the Town Code of Ordinances and the Code of Virginia as they relate to Finance. 
· Thorough understanding of accounting principles and standards.
· Strong analytical skills.
· Ability to maintain confidentiality.
· Ability to handle cash and checks with accuracy and accountability.
· Ability to deal effectively and cooperatively with councils, commissions, boards, other departments and agencies, and the public.
· Ability to prepare and submit clear, concise, and accurate reports either orally or in writing.
· Ability to establish and maintain effective working relationships with subordinates, other employees, government officials, and the public.
· Ability to work under steady pressure with frequent interruptions.

Expected hours & Travel:   Salaried position that is expected to average over and above a 40 hour a week schedule (workload driving hours spent).  Minimal travel however, occasional travel to conferences, meetings and/or training will be required but should remain within normal tolerance limits (2-3 weeks per year).
Required Education & Experience:  Graduation from an accredited college or university with a bachelor's degree in Accounting, Finance or a related field or five years of governmental accounting experience or any combination of experience, education, or training that demonstrates the incumbent has the competencies as described in the job description.

Desired Experience:  Previous experience in local government/municipal accounting.
AAP/EEO Statement: This position description provides a general overview of the environmental conditions inherent in the job setting, as well as the physical, mental, and sensory requirements necessary to perform the essential functions of this position.
The Town follows the requirements of the Americans with Disabilities Act (ADA) in all hiring and employment decisions. The Town will not discriminate on the basis of disability in its hiring and employment practices and will make reasonable accommodations or the known physical or mental limitations of a qualified applicant or employee with a disability upon request unless the accommodation would cause an undue hardship on the operation of the Town’s business. Persons with disabilities are encouraged to contact the Director of Human Resources (at 315 Douglas Ave. Colonial Beach, VA, 22443) when accommodations and job modifications may be necessary.
Non-Discrimination in Employment
The Town does not discriminate in employment on the basis of race, color, religion, sex, pregnancy, national origin, political affiliation, marital status, disability, genetic information, age, parental status, military service, or other non-merit factors. 
Duties and Responsibilities may change:  This position description is subject to change at any time as the needs of the Town change. Nothing set forth herein restricts the Town’s right to assign or reassign duties and responsibilities to this position at any time with or without notice.  
Positions open until filled.  Applications may be obtained from Town Hall, 315 Douglas Avenue, Colonial Beach, VA 22443, or online at www.colonialbeachva.gov.  Return completed applications to Kimberly Fink, Human Resources via email at kfink@colonialbeachva.gov.
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