GOLDEN
SIERRA

115 Ascot Drive, Ste. 140, Roseville, CA 95661
(916) 773-8540 - goldensierra.com

JOB ANNOUNCEMENT
ACCOUNT CLERK I

Limited Term through June 2025
Full Time and Part Time
Current Salary:

e Salary range:* A1 $23.20 per hour - E $29.08 per hour (current)
o With 6.5% Flexible Benefit A $24.71 per hour — E $30.97 per hour
Salary Effective 6/15//2024 (Cost of Living Increase):
e Salary range: A1 $23.90 per hour - E $29.93 per hour
o With 6.5% Flexible Benefit A $25.45 per hour — E $31.88 per hour

POSTING DATES

Open until filled. For immediate consideration, applicants are encouraged to apply early.
AGENCY

Golden Sierra is a Joint Powers Authority public agency representing El Dorado, Alpine and
Placer Counties, with its primary office in Roseville. Through a combination of state, federal
and grant funding, Golden Sierra offers quality workforce investment services, providing
both employers and individuals the opportunity to achieve and sustain economic prosperity.

PURPOSE

The intent of this recruitment is to fill a Limited Term position for an Account Clerk Il to support
the Roseville Administrative, Fiscal and Program staff.

JOB OBJECTIVES

Under general supervision of the Accountant, the Account Clerk Il performs duties
concerned with the preparation, processing, and maintenance of statistical, financial, or
other records; compiles, investigates and verifies from a variety of sources numerical or
financial information, and processes invoices. The incumbent follows prescribed
procedures involving mathematical calculations, compiles, investigates and verifies
numerical or financial information.

DEFINITION

To perform the most difficult and complex clerical accounting, financial and statistical
recordkeeping work; to perform work requiring specialized accounting knowledge, abilities,
skills and experience; and may provide technical and functional supervision of Account
Clerks and other clerical personnel.

*New hires will start at Step A1 and advance to Step A2 after successful completion of the introductory period of 1,040
Rours.



DISTINGUISHING CHARACTERISTICS

This is the advanced journey level class in the Account Clerk series. Positions at this level
are distinguished from other classes within the series by the level of responsibility assumed,
complexity of duties assigned, independence of action taken, by the amount of time spent
performing the duties and by the nature of the public contact made. Employees perform the
most difficult and responsible types of duties assigned to classes within this series requiring
specialized knowledge, abilities, skills and experience and may provide technical and
functional lead supervision over Account Clerk classes. Employees at this level are required
to be fully trained in all procedures related to assigned area of responsibility.

SUPERVISION RECEIVED AND EXERCISED

¢ Receives direction from assigned supervisory or management personnel.

e Exercises technical and functional supervision over Account Clerk and clerical
positions.

EXAMPLES OF ESSENTIAL DUTIES — Duties may include, but are not limited to, the
following:

o Perform and/or supervise the maintenance of journals and subsidiary ledgers,
general ledgers, tax billing, accounts receivable and payable and similar accounting
records, requiring specialized technical, functional or programmatic knowledge.

o Personally perform the most technical, complex clerical recordkeeping transactions
and may supervise other personnel providing supporting bookkeeping or
recordkeeping work. Prepare and maintain computerized financial spreadsheets on
a personal computer for ledgers, trusts and statistical records; prepare reports from
spreadsheets summarizing information and financial records.

e Assist in the interpretation of County, State and Federal regulations concerning
financial and statistical transactions and reports; prepare financial and statistical
reports for submission to State and Federal agencies.

e Prepare periodic statements and analyses of statistical and financial records related
to area of assignment.

e Conduct accounting and statistical studies and compute cost and revenue
estimates. Classify and post expenditures, revenues, or authorizations to the
appropriate budgetary or ledger accounts; maintain records of postings; and
reconcile to financial reports.

e Keep ledger accounts and collection accounts, balance accounts; review, identify
and correct irregularities.

e Receive financial or statistical documents; screen for accuracy and adherence to
legal and procedural requirements; carry out proper steps to ensure or authorize
payments; deliver documents, post to records, check and balance totals.

¢ Make computations and changes to financial and statistical data, apply standard
formulas or predetermined guides; assemble financial and statistical data from a
variety of sources and prepare or assist in preparing financial and statistical reports.

¢ Contact other governmental agencies, private agencies and County employees to
obtain information for and clarify financial or statistical records and transactions.



Prepare complex financial or statistical reports and summaries independently;
recommend improvements in financial recordkeeping procedures and systems.
Prepare budget estimates; prepare trial balances, recapitulations, balance sheets
and complex statistical and financial reports.

Meet with the public to obtain data, interpret information and answer questions;
prepare correspondence to answer questions, request information or provide
explanations.

Build and maintain positive working relationships with co-workers, other County
employees and the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS

Knowledge of:

Principles and practices of bookkeeping and statistical recordkeeping.

Common word processing and spreadsheet software used on a personal computer.
Modern office practices and procedures.

Arithmetic calculations related to statistical recordkeeping.

Laws, ordinances, rules and regulations affecting accounting and assigned areas of
responsibility within Golden Sierra Job Training Agency & WIOA.

Principles and techniques of supervision and training.

Ability to:

On a continuous basis, sit at desk and/or stand at counter for long periods of time.

Intermittently twist and reach office equipment; write and use keyboard to
communicate through written means; run errands; lift light weight.

Intermittently, review documents related to Department operations; observe, identify
and problem-solve office operations and procedures; understand, interpret and
explain Department policies and procedures; explain operations and problem solve
office issues for the public and with staff.

Plan, assign, review and coordinate the work of others.

Perform complex and varied statistical and financial recordkeeping, requiring
specialized technical, functional or programmatic knowledge.

Prepare complex financial reports and statements in accordance with
predetermined requirements.

Operate a 10-key adding machine by touch.



Review financial or statistical documents; screen for accuracy and adherence to
legal and procedural requirements; carry out proper steps to ensure or authorize
payments and delivery, post to records, check and balance totals.

Apply accounting, financial and statistical recordkeeping principles to the
maintenance of statistical, accounting, financial and payroll transactions.

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

Work with various cultural and ethnic groups in a tactful and effective manner.

Communicate clearly and concisely, both orally and in writing.

Experience and Training

Any combination of experience and training that would provide the required knowledge and
abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:

Experience:

Two years of responsible, clerical accounting experience performing duties similar to
an Account Clerk Il with the Golden Sierra Job Training Agency.

Training:

Equivalent to the completion of the twelfth grade. Additional specialized training in
bookkeeping, accounting or a related field is desirable.

License or Certificate

Possession of, or ability to obtain, an appropriate, valid California driver’s license.
Proof of adequate insurance and medical clearance may also be required.

APPLICATIONS AVAILABLE AT

WWW.GOLDENSIERRA.COM/ABOUT/CAREERS

APPLICATIONS & FORMS MUST BE SUBMITTED AS OUTLINED IN “SUBMISSION

INSTRUCTION”

LOCATED ON THE APPLICATION. NO PAPER APPLICATIONS WILL BE ACCEPTED.

Golden Sierra is an equal opportunity employer/program

Auxiliary aides and services are available upon request. Please
contact Golden Sierra at least ten working days before a scheduled
interview if you require accommodations.


https://goldensierra.com/app/uploads/2023/05/Acct-Clerk-I-II-spec-1.pdf
http://www.goldensierra.com/ABOUT/CAREERS
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