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Salary Step: 34 
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 general supervision, performs entry-level general accounting work, assists in accounts payable, 
accounts receivable, and payroll; maintains VVWRA’s financial accounts and records and assists in the 
preparation of financial reports and analyses; provides responsible technical and clerical accounting 
support to professional staff; 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. 
 

• Assists in reconciliation of transactions and data as directed; records changes and resolves 
differences, maintains the accuracy of accounting and financial records.   

• Performs a variety of general office support work.  Examples include organizing, digitalizing, and 
maintaining various files; generating reports, forms, and specialized documents; and checking 
materials for accuracy, completeness, and compliance with VVWRA’s policies and regulations.  

• Assists other accounting staff with special projects as required.  

• Assists in accounts payable transactions in compliance with Procurement Policy. 

• Assists in the 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. 

• Assists in payroll functions encompassing employee data maintenance, time and attendance 
reconciliation, earnings, and deduction processing. 

• Receives inquiries from vendors and VVWRA departments regarding accounts payable via email, 
telephone, fax, or mail; resolves any issues, problems, or requests using established procedures. 

• Assists with financial audit when needed.  

• Assists in budget data compilation when needed. 

• 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 

• 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. 
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Knowledge of: 
 

• Computerized systems related to general accounting processes. 

• Basic public agency accounting functions, including accounts payable, and following the VVWRA 
agency rules and regulations, procedures, and office practices.  

• Attitude and approach, courteously dealing with the public, vendors, contractors, and VVWRA staff, in 
person, email correspondence, and over the telephone.  

 
Ability to: 
 

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

• Interpret and apply policies, procedures, and regulations of accounting, accounts payable, and basic 

employee benefits processes. 

• Review, post, balance, reconcile, and maintain accurate financial records. 

• Work closely with staff to maintain a high level of integrity and confidentiality when dealing with sensitive 

and complex issues. 

• Compose correspondence and reports independently or with brief instructions. 

• Research information. 

• Make accurate arithmetic, financial, and statistical computations. 

• Seek guidance to organize own work, set priorities, and meet critical time deadlines. 

• Enter and retrieve data from computer programs with sufficient speed and accuracy to perform 
assigned work. 

• 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. 

• Establish and maintain effective working relationships with those contacted in the course of the work. 
 
 

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 Associate’s degree in accounting or 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 accommodation 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 a prolonged period 
of time; and the ability to lift objects up to 20 pounds on rare occasions. 
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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. 

 


