
 
 

ACCOUNTING SPECIALIST 
$3,839 – $4,666/Mo. 

(PERS Retirement Plan – Formula determined by PERS depending on candidate’s  
new or prior PERS enrollment)  

**Written examination at 5:30 p.m. on Tuesday, January 11, 2022, in the Montclair Senior Center (located behind the City Hall 
building, on the east side of the parking lot) 5111 Benito Street, Montclair.** 

Under supervision, performs work of moderate difficulty in financial duties requiring the application of financial record keeping practices and clerical 
coordination including: accounts payable, accounts receivable, business license processing, cash receipts, and payroll.  Provides direct customer service 
to all levels of City employees and the public regarding financial operations, procedures, and processes, and provides related duties as required. 

ESSENTIAL JOB DUTIES 
The Accounting Specialist performs accounting and clerical work with emphasis on one of the following vocations.  Provides temporary and/or vacation 
relief for the other listed vocations when necessary as well as assisting customers at the front counter including switchboard relief.  Provides typing and 
filing as needed. 
Accounts Payable:  Processes all phases of accounts payable; maintains vendor warrant register; sorts and files invoices; routes invoices to the proper 
department for approval; processes invoices for payment; prepares warrants for mailing; maintains all paid bills files; issues travel warrants, handles the 
follow-up, and verifies charges; processing of purchase orders; and preparation of journal entries. 

Accounts Receivable:  Processes all phases of accounts receivable, receives invoices and collects all accounts receivable; reconcile the accounts receivable 
ledger to ensure all payments are accounted for and properly posted; verify discrepancies and resolve clients’ billing issues; works closely with other 
departments to ensure timely invoicing; processes delinquent accounts for assignment to a collection agency. 

Business License:  Organizes, directs, and participates in business license function for the City including:  processing applications and renewals; issuing 
certificates and permits; and collecting fees and penalties; conducts audits to ensure compliance with City codes; provides information to other City and 
County departments, i.e. Fire, Police, Public Works, Community Development, and Economic Development/Housing, as necessary; collects Transient 
Occupancy Tax in accordance with City Ordinance No. 83-549; collects and issues permits for alarm systems, handguns, home occupation, and dog 
licensing. 

Cash Receipts:  Balances daily cash receipts to generated reports; balances cash drawers and prepares the daily bank deposit; reviews cash receipt 
transactions for accuracy; reviews and maintains refundable deposits spreadsheet. 

Payroll:  Reviews timecards submitted by all departments to ensure conformance with City policies and procedures; ensures payroll checks are calculated 
in accordance with legal requirements, City policies, and labor contract provisions.  Generates payroll reports and registers, reviews and corrects any found 
errors, and processes direct deposit.  Answers employee questions regarding payroll and benefits deductions by explaining requirements, policies, and 
procedures.  Prepares monthly reports for California Public Employees' Retirement System, processes online payments, and maintains all retirement system 
records. 

ORGANIZATIONAL RESPONSIBILITIES 
This class reports to an assigned department supervisor or manager. 

QUALIFICATIONS, KNOWLEDGE, SKILLS AND ABILITIES 
Knowledge of: Municipal accounting systems and procedures; methods and terminology used in financial and clerical work; basic math; principles of 
collection procedures and bookkeeping; computer data entry; and general office practices and procedures. 
Skills/Abilities to:  Type 30 WPM net (after errors are subtracted).  Make computations rapidly and accurately; prepare and maintain accurate financial 
reports; operate various office equipment, i.e., ten-key calculator, personal computer, typewriter, cash register, switchboard, and other general office 
equipment; type accurately; learn the use of various applicable codes, sales tax laws, and insurance and retirement systems; understand principles of 
purchasing, posting, charts of accounts, and related finance department practices; learn and apply provisions of code related to business license enforcement 
and permits; perform data entry on computer; file permits and applications accurately; keep subsidiary records on delinquent accounts; communicate 
effectively both orally and in writing; deal tactfully and effectively with the public; and develop and maintain a good working relationship with other 
departments and coworkers. 

EDUCATION, EXPERIENCE AND LICENSE 
Graduation from high school or G.E.D. required.  Education preferably supplemented by courses in accounting, business, public administration, or closely 
related field.  Specific experience in accounting and computerized business license systems is desirable. 

SELECTION PROCESS 
1. Completion of Montclair’s application form, detailed resume is required.  Resumes will not be accepted in lieu of applications. 
2. All applicants applying before the filing deadline of 6:00 p.m. on Tuesday, December 22, 2021, are to report for the written examination at 5:30 

p.m. on Tuesday, January 11, 2022, in the Montclair Senior Center (located behind the City Hall building, on the east side of the parking lot) 5111 
Benito Street, Montclair. 

3. Candidates passing the written examination with the highest scores will be invited to participate in a structured oral interview. 
4. Names of successful candidates will be placed on an eligibility list from which a selection will be made.  The City Manager will make final 

appointment, upon recommendation of the Finance Manager. 
5. Prior to being offered a job with the City of Montclair, the top candidate must pass a background investigation and a preemployment physical, 

including a drug screening. 

APPLICATION PROCEDURE AND FILING DEADLINE 
City application forms are available on-line at www.cityofmontclair.org. Completed and signed applications with required supplemental 
questionnaire must be submitted via email to jobs@cityofmontclair.org, in person or by U.S. mail to City Hall, Personnel Division, 
5111 Benito Street, Montclair, California, or via fax to (909) 621-1584, by the FILING DEADLINE of 6:00 p.m. on Tuesday, 
December 22, 2021. 

Applications received by fax or email will be requested to be submitted  
with original ink signature if invited to structured oral interview. 

NO FURTHER NOTICE OF WRITTEN TESTING WILL BE GIVEN 
 



THE CITY 

Montclair was incorporated in 1956 as a General Law City and presently operates under a 

Council-Manager form of government.  Four Council Members and the Mayor are elected at-

large for four-year terms.  Montclair is located at the western end of San Bernardino County and 

is a convenient distance of 35 miles from the Los Angeles Civic Center.  Beaches, deserts, 

mountain resorts, and other recreational facilities are equally accessible by way of the excellent 

freeway system serving the Montclair area.  The geographic size of the City is five square miles 

with a population of approximately 38,944 (U.S. Census Bureau, V2016).  Montclair has a 

successful, multimillion-dollar regional shopping center which opened in 1968 and provides 

major retail shopping for the Inland Empire residents.  

 

PERSONNEL PROCEDURES 

All employment activities are conducted under the City's merit system.  Following acceptance of 

applications, qualified candidates are normally given either a written test, structured oral 

interview, or both prior to employment. 

 

EMPLOYMENT RULES 
Only U.S. citizens and lawfully-authorized alien workers are considered for employment.  A 

standard loyalty oath must be taken by each new employee.  Prior to receiving a job with the City 

of Montclair, the top candidate must submit a valid social security card and must pass a 

background investigation and a preemployment physical, including a drug screening, at City 

expense.  A one year probationary period is required before gaining regular status, with the 

exception of employees represented by the Montclair Police Officers Association (MPOA) who 

are subject to an eighteen-month probationary period. 

 

EMPLOYEE BENEFITS 

Fulltime employees are currently covered by the Public Employees' Retirement System.  The City 

contributes to medical, dental, and vision health plans for the employee with family coverage 

available.  A term life insurance policy is paid by the City, as well as a long-term disability plan.  

To encourage employees to further their education in job-related fields, an educational subsidy is 

available upon completion of one-year probation. 

 

Nonshift employees receive 80 hours of vacation after one year of service; 120 hours after five 

years of service; 160 hours after ten years of service; and 200 hours after 20 years of service.  

Shift employees receive 145.21 hours of vacation after one year of service; 217.79 hours after five 

years of service; and 290.40 hours after ten years of service.  Sick leave accumulates at the rate of 

eight hours per month.  The City may credit an employee who is coming from another 

governmental agency with one half of his/her accumulated sick leave up to a maximum of 

240 hours.  Presently, 104 hours of paid holidays are provided each year for nonshift employees 

and 157.29 hours of paid holidays are provided each year for shift employees. 

 

SALARY PRACTICES 

Classifications are assigned to a pay range comprised of five individual steps, with an 

approximate five-percent differential between each step.  A step increase is possible after six-

months, or one year for Police Officers and Firefighters, depending on performance.  Yearly 

increases, based on merit, are possible until the maximum is reached.  Position classifications and 

salaries are evaluated periodically; and cost of living increases are negotiated by bargaining units.  

Salaries are based on 26 pay periods per year. 

 

NONDISCRIMINATION POLICY 

Pursuant to Section 51.55 of the Office of Revenue Sharing regulations, implementing 

Section 504 of the Rehabilitation Act of 1973, notification is hereby given that the City of 

Montclair does not discriminate on the basis of handicapped status in the admission of, access to, 

or treatment of employment in its programs or activities. 

 

 


