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Job Posting– July 28, 2021
Deadline- August 6, 2021
Full Time-Accountant
Auditor’s Department
INTERNAL FOR 7 DAYS


Position Purpose:  In general, provides various clerical and administrative duties relating to the processing of receipts for recording in the city’s general ledger, and the daily functioning of the office of the City Auditor.

 Essential Functions:  Review and entry of cash receipts, disbursements, and accounts payables into the Munis system.  Prepares monthly analysis for numerous recurring and non-recurring journal entries.  Assists other departments with analysis and reconciliation of accounts preparing and processing journal entries.  Assists in month and year end closings.  Liaison with independent auditors for quarterly cash reconciliation with Treasurer’s cashbook and fiscal year end audits.  Works closely with the Professional Accountant and City Auditor on special projects throughout the year. The essential functions or duties listed above are intended only as examples of the types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.
Recommended Minimum Qualifications:

Education, Training and Experience: Associates or Bachelor’s degree in Accounting, Finance, or similar field preferred.
Experience required:  Five years’ experience as a supervisory or in-charge accountant, preferably in a municipal environment.  
Knowledge, Ability and Skill:

Knowledge: Knowledge of legal and accounting controls as established by Massachusetts General Laws and generally accepted accounting principles.  
Ability: Must be able to work independently. Demonstrated ability to formulate goals and objectives and to establish and     maintain positive working relationships.  Able to communicate effectively in writing and orally.  Ability to work effectively under time constraints to meet deadlines. Ability to oversee multiple projects at a time. 

Skills: Strong financial management and organizational skills. Strong technology skills including Microsoft Word and Excel as well as experience with the use of integrated financial systems.   

Supervision:
Supervision Scope:  Exercises independent judgment and initiative in responsibilities as set forth in the essential functions of the position.  
Supervision Received: Reports to the Professional Accountant and City Auditor. 
Job Environment:
· Work is performed under typical office setting; work environment is more than normally busy. 
· Operates computer, telephone, copier, facsimile machine, scanner, and other standard office equipment.

· Makes frequent contact with other departments within the City. 

· Has access to and is responsible for department-related confidential and/or sensitive information.

Employment Status & Hours:  Regular Full Time, Monday – Friday, 8:30 a.m. to 4:30 p.m. 
Pay Rate:  NAGE S-38: $27.24 to 29.13 per hour
Employee Benefits:  Health, Dental, Life & Short-Term Disability Insurance and Flexible Spending Account (FSA)

To apply, please send resume & letter of interest to: Personnel@holyoke.org 

The City of Holyoke is an equal opportunity employer and does not discriminate because of age, ancestry, color, creed, disability, ethnicity, family status, gender, genetic information, marital status, military status, national origin, political affiliation, pregnancy, race, religion, sex, sexual orientation, veteran status, or any other legally protected category. Bilingual applicants are especially encouraged to apply.

This job description does not constitute an employment agreement between the employer and employee and subject to change by the employer as the needs of the employer and requirements of the job change.
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