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Salary Range: 52 
FLSA: Non-Exempt 
 
Class specifications are intended to present a descriptive list of the range of duties performed by employees 
in the class. Specifications are not intended to reflect all duties performed within the job. 
 

SUMMARY DESCRIPTION 
 
Under direct or general supervision, performs professional accounting work at the journey level, including 
auditing, analyzing and verifying fiscal records and reports, preparing financial and statistical reports, 
performing Accounts Payable, Accounts Receivable or Payroll functions, and reconciling general ledger 
accounts; assists in preparing VVWRA’s annual and mid-year budgets; prepares year-end audit reports 
and schedules; and performs related work as required. Reports to the Director of Finance or designee. 

 
REPRESENTATIVE DUTIES  
 
The following duties are typical for this classification. Incumbents may not perform all of the listed duties 
and/or may be required to perform additional or different duties from those set forth below to address 
business needs and changing business practices. 
 

• Performs the full range of accounting duties at the journey level, including all duties assigned to the 
Accounting Technician classification. 

• Under supervision, examines and corrects accounting transactions to ensure accuracy; prepares 
journal entries and reconciles general ledger and subsidiary accounts. 

• Prepares monthly financial statements under supervision. 

• Assists in the preparation of annual financial statements; prepares numerous financial reports. 

• Under supervision, analyzes and reconciles expenditure and revenue accounts, including verifying 
availability of funds and classification of expenditures; researches and analyzes transactions to 
resolve problems. 

• Monitors cash receipts and reconciles monthly bank statements under supervision. 

• Assists in preparing audit schedules for external auditors and assists management during the 
annual auditing process. 

• Under supervision, inventories capital assets; maintains and updates capital assets, and prepares 
related reports. 

• Performs the complete Accounts Payable cycle, including invoice receipt and 3-way matching, 
coding and approval routing, vendor statement reconciliation, payment processing (ACH, wire, 
check), expense report handling, month-end accruals, and 1099 reporting. 

• Perform end-to-end Accounts Receivable operations: invoicing customers, recording and applying 
payments, reconciling accounts, managing collections on overdue balances, resolving billing 
disputes, processing adjustments/credits, and supporting month-end reporting. 

• Perform full-cycle payroll functions encompassing employee data maintenance, time and 
attendance reconciliation, earnings, and deduction processing. 

• Performs accounting and financial calculations and analysis under supervision. 

• Assists departmental personnel with proper expenditure coding, document processing, and other 
accounting-related activities. 

• Assists with special projects as required.  

• Performs other duties as assigned. 

• Maintain a clean and safe work area and adhere to all safety requirements. 

• Communicate effectively and establish and maintain effective working relationships with others. 

• May be required to work outside of normal business hours, including evenings or weekends, as 
operational needs require 
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• Employees are considered disaster service workers as defined by the California Government Code 
and may be required to respond to emergencies that impact public health, safety, or the Authority’s 
operations. This includes call-back, extended work hours, and assignment to emergency duties as 
needed. 

 
QUALIFICATIONS 
 
The following generally describes the knowledge and ability required to enter the job and/or be learned 
within a short period of time in order to successfully perform the assigned duties. 
 

Knowledge of: 
 

• Principles and practices of governmental accounting and public finance administration and budgeting, 
auditing, and reconciliation. 

• Practices and techniques of automated financial and accounting document processing and record 
keeping. 

• Financial research and report preparation techniques. 

• General principles of risk management related to the functions of the assigned area. 

• Applicable Federal, State, and laws, codes, regulations, and guidelines as they pertain to VVWRA 
finance. 

• Financial policies established by the General Manager. 

• Modern office practices, methods, and computer equipment. 

• Computer applications related to the work. 

• English usage, grammar, spelling, vocabulary, and punctuation.  
 

 
Ability to: 
 

• Must adhere to all VVWRA Personnel Rules and Regulations and behave in a manner in accordance 
with the VVWRA Core Values.  

• Perform difficult, professional, and technical accounting and financial support work accurately and in a 
timely manner under supervision. 

• Maintain accurate financial accounting records for special accounts and projects and prepare clear and 
accurate reports for informational, auditing, and operational use under supervision. 

• Reconcile accounts, records, reports, and journals under supervision. 

• Review and verify accuracy of data. 

• Analyze financial data and draw sound conclusions under supervision.  

• Work on multiple projects with competing priorities effectively and in a timely manner; organize and 
prioritize timelines for self and others in an effective and timely manner under supervision.  

• Evaluate and develop improvements in operations, procedures, policies, or methods. 

• Analyze situations accurately and develop an effective course of action.  

• Understand and carry out a variety of complex instructions in a responsible and independent manner. 

• Prepare clear, complete, and concise financial statements and reports under supervision.  

• Establish and maintain a variety of files and records.  

• Organize own work, set priorities, and meet critical time deadlines. 

• Operate modern office equipment, including computer equipment and specialized software application 
programs. 

• Use English effectively to communicate in person, over the telephone, and in writing. 

• Use tact, initiative, prudence, and independent judgment within general policy, procedural, and legal 
guidelines. 

• Establish and maintain effective working relationships with those contacted in the course of the work. 
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EDUCATION AND EXPERIENCE 
 
Any combination of education and experience that would likely provide the required knowledge and abilities 
is qualifying. A typical way to obtain the knowledge and abilities would be: 
 

• Employee must possess at minimum a Bachelor's degree in accounting or a closely related field; 
AND one year of bookkeeping and accounting work experience, preferably in the public sector.    

• Possession of a valid State of California Class C driver’s license. 
 

  

PHYSICAL DEMANDS AND WORKING ENVIRONMENT 
 
The conditions herein 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 job functions. 
 
Environment:  
Work is performed in a standard office environment. 
 
Physical:  
Incumbents require sufficient physical ability to work in an office setting; stand or sit for prolonged periods 
of time; ability to lift objects up to 20 pounds on rare occasions. 

 
 
Vision:  
See in the normal visual range with or without correction; vision sufficient to read computer screens and 
printed documents; and to operate assigned equipment. 
 
 
Hearing:  
Hear in the normal audio range with or without correction. 
 
VVWRA is an equal opportunity employer. All applicants will be considered for employment without 
attention to race, color, religion, sex, sexual orientation, gender identity, national origin, veteran status, 
disability status, or any other protected classification. 

 


