HIDALGO COUNTY

ELECTIONS DEPARTMENT
Job Title:
Accountant
I

  
     FLSA Status: NON-Exempt

Dept. Code:
130-001


Civil Services Status:  NON- Exempt
SUMMARY:

The accountant performs the day-to-day activity required in non-routine situations and/or specialized subject matter that is needed to assist the Election’s Administrator in performing a variety of accounting procedures in an effort to oversee all financial activity for the Election’s Department.  
QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential duties and responsibilities.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

· Assist the Elections Administrator in preparing all Reports in accordance with generally accepted accounting principles; to include but not limited to any contracts, services and/or grant(s).
· Assist the Elections Administrator in preparing an annual budget report by analyzing revenues and expenditures and through the use of trend and analysis;

· Review budget amendments and line item transfer entries for accuracy on as deemed necessary;

· Prepare and/or assist and supervise purchases of items necessary for the operation of the Elections Department.
· Prepare and/or assist in the preparation of requisition and purchase orders for the purpose of buying and/or encumbering items for the operation of the Elections Department;

· Receive and audit invoices for services rendered to the Elections Department to be submitted and processed by the county auditor;

· Reconcile and maintain vendor accounts with Hidalgo County.

· Process timesheets, P2 forms, change of status, and verify corrections or position to be filled and or terminated;

· Assist general public, answer phone inquiries and refer calls accordingly;

· Type letters, reports and other necessary documents as requested by Elections Administrator;

· On a daily basis, prepare journal entries required to properly record transactions and approve journal entries submitted by the various services after verifying for accuracy;

· Review daily receipts from for accuracy and prepare journal entries if needed;

· Prepare spreadsheets/schedules for analysis of accounts;

· Prepare spreadsheets/schedules for notes payable;

· Develop a thorough understanding of the Financial Accounting System (F.A.S.) to utilize the program more effectively, thereby facilitating the use of information for preparation of financial reports;

· Meet with the Elections Administrator in regard to issues and concerns;

· Continue personal development in the accounting profession.
· Must be punctual and have good attendance;

· Must be flexible and available, if assigned to perform other duties in other departments for cross training;

· Any other related duties as may be assigned by the Election’s Administrator.
EDUCATION AND EXPERIENCE:
· High School Diploma or GED

· Bachelor’s degree from an accredited university/college with a major in Accounting or related field;

· Preferable two (2) years experience in accounting;

· Knowledge in computer applications: Word, Lotus, Microsoft Word, Excel, Audit-ware, and accounting program.
CERTIFICATES, LICENSES, REGISTRATIONS:
· Employee must have proof of a current valid Texas Motor Vehicle Operator’s License; 

· Must be able to be insured by County Insurance carrier.

OTHER SKILLS AND ABILITIES:

· Must work well with co-workers.

· Bilingual – preferred.

PHYSICAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk or hear.  The employee frequently is required to stand.    The employee is occasionally required to walk; sit; use hands to finger, handle, or feel objects, tools, or controls; reach with hands and arms; climb or balance; stoop, kneel, crouch, or crawl; and taste or smell.

The employee must occasionally lift and/or move over  25 pounds.  Specific vision abilities required by this job include close vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee encounter while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS:

Maintain physical conditions appropriate to the performance of assigned duties and responsibilities, which may include the following:

· sitting for extended periods of time

· operating assigned equipment

Maintain mental capacity, which permits:

· making sound decisions and using good judgment

· handling financial affairs effectively and honestly

· maintaining confidentiality

· demonstrating intellectual capabilities

Effectively handle a work environment and conditions, which involve:

· working closely with others in a respectful manner
· working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:

· making observations

· reading and writing

· operating assigned equipment

· communicating with others

ACCIDENT PREVENTION PROGRAM:

Required to follow all departments’ safety regulations.

