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CLA SS  DESCRIP TI O N, 1999

A CC OU N TI NG SU PER VI SOR 

D EFIN I TI ON 

U nder  gener al direction, plans , organizes  and super vises  the work of  a unit of 
accounting/cler ical s taff ; ass ists in the development and implementation of  an account
r ecor ds sys tem; serves as  a member of the department’ s management/super visor y team;
per for ms  r elated duties  as  r equir ed.

D IS TI N GU IS HIN G C HA RA C TERI S TI CS 

This class  is  char acter ized by the r es ponsibility to super vis e the w or k of a group of 
employees engaged in the maintenance of an account recor ds  s ystem.  Incumbents  perf or m
advanced jour ney level bookkeeping and identif y and ass ist w ith the development and
implementation of accounting policies, pr ocedures and s ystems  necess ar y to develop and/or
implement changes in the depar tment.

EXA MPLES  OF D UTI ES 

D epending on as s ignment, duties  may include, but ar e not limited to the f ollow ing:

1. P lans , organizes , super vis es  and as s igns  the w or k of a unit of accounting cler ical staff ;
establis hes  and monitor s progr ess  toward individual and unit work goals ; deter mines 
the pr oper  as signment of f unctional respons ibilities and the as signment of individual
duties ; pr ovides  ass istance with dif ficult bookkeeping/s tatis tical problems ; evaluates 
training needs; es tablishes measurable perf or mance standar ds  and compar es  s uch to
w or k quality, ef ficiency and ef fectivenes s obs er vations ; provides  feedback, coaching
and counseling to ens ur e s atis f actor y per formance;  prepar es , dis cus ses  and monitor s
s pecif ic w ork impr ovement plans  w ith s ubordinates; tr ains staff  in new /changed
policies  and pr ocedur es ; r eview s wor k for  completenes s, accur acy and compliance w ith
s tandard bookkeeping pr actices  and techniques ; par ticipates in the employee selection
proces s; conducts individual conf er ences  to discus s  and/or  interpr et r ules, regulations,
policies  and pr ocedur es  and per formance problems ; encour ages  cooperation and
teamw ork among s taff .

2. Evaluates operational performance of assigned account records systems; reviews
work methods and interdepartmental procedures to ensure effective work flow;
devises and implements changes in operational procedures in response to
efficiency/effectiveness analysis and/or changes in regulations, laws and policies
impacting fiscal record keeping and processing activities; may assist information
systems experts to develop new/change automated systems.

3. Manages billing and collecting activities; performs advanced journey level
bookkeeping including error research and correction, journal vouchers and quality
control; prepares narrative/statistical reports; explains procedures and discrepancies in
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reports to County, state and federal auditors as necessary; may monitor department
expenditures; may balance department financial records with the County’s automated
accounting system; determines and takes necessary action to correct errors; balances,
adds, deletes, adjusts and monitors Financial Records utilizing a State/Federal
automated accounting system.

4. Manages and supervises the activities of personnel and payroll; may monitor
contracts.

5. Performs special projects as required; monitors status of delinquent accounts; may
conduct financial interviews and determine client’s ability to pay; may provide
departmental budgetary support services; may handle difficult public contacts;
researches and resolves questions and complaints; meets with representatives of other
departments and agencies to exchange information pertaining to fiscal policies and
procedures.

6. Posts, computes and balances financial aid worksheets and claims; calculates
administrative cost claims; audits reports; assists in the preparation of year-end
reports; prepares budgets and quarterly projections.

7. Prepares funding proposals to state agencies; monitors and receives federal and state
funding allocations; calculates amounts and distributes revenue to appropriate
accounts; works directly with state and County offices regarding fiscal and
documentation policies and procedures, vital statistics, federal and state laws and
regulations.

8. Appears in Court as custodian of records to verify Financial Documentation of
various Court cases.

9. May be assigned additional administrative/supervisory responsibilities.

QUA LI FIC ATI ON  GU ID ELI NES

EDU CA TIO N A ND /O R EXP ERI EN CE

A ss ociate’ s  D egr ee w ith major cours ework in accounting; supplemented by thr ee (3)  year s
of full- time wor k exper ience, including eighteen ( 18)  months  of  lead w orker  exper ience
that demons tr ates pos sess ion of  and competency in the r equis ite know ledge and abilities.

K NO WLEDG E/S KI LLS /A BI LITIES 

Consider able knowledge of  accounting and/or  r outine s tatis tical pr inciples, pr actices  and
techniques ; manual and/or  automated account r ecords  s ys tems; pr inciples  and pr actices  of 
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s uper vis ion, data collections, and presentation techniques ; clerical w ork methods  r eview  and
measur ement techniques; of fice methods  and pr actices; public contact techniques; of fice
equipment operation.

Wor king knowledge of  pr ogr ams, policies, pr ocedures  and terminology of  ar ea of 
ass ignment.

A bility to plan, organize and s uper vis e accounting/cler ical s er vices ; ass is t w ith the
development of and implementation of  account r ecor ds sys tems  pr ocedures ; read, interpr et,
apply and explain policies , pr ocedur es  and pr ocess es; evaluate unusual situations  and
r es olve them thr ough application of  depar tmental/pr ogram policies  and procedur es ; identify
and analyze accounting sys tem problems ; make decis ions and independent judgments  in
non-r outine s ituations; communicate ef fectively both ver bally and in w r iting; communicate
eff ectively w ith people of  divers e s ocio- economic backgr ounds  and temperaments ;
establis h and maintain cooperative w or king relationships ; under stand pr ogram objectives in
r elation to departmental goals  and procedur es ; demons tr ate tact and diplomacy; collect and
analyze data to es tablish/identif y needs  and evaluate pr ogram eff ectiveness ; prepar e
budgets, f unding propos als  and narr ative and s tatis tical r eports; super vise the w or k of
other s  engaged in fis cal/clerical activities; review, evaluate and change w ork methods ;
prepar e and ins tall operational procedur es; s ecure cooperation and teamwork among
s uppor t staff ; maintain accurate recor ds  and document actions  taken; or ganize and
prior itize work as signments; make r outine and complex ar ithmetical calculations; us e
proper  grammar, spelling and punctuation; proofr ead and/or  edit f or er r or s in spelling,
grammar, punctuation and mathematical computation; research r egulations , pr ocedur es 
and/or  technical r ef erence materials ; under stand departmental accounting sys tems ; project
consequences of  decis ions ; determine and evaluate levels  of achievement and perf ormance;
maintain conf identiality of inf or mation; recognize and r es pect limit of  author ity and
r es ponsibility; work ef fectively with other s w ho have objectives counter to their  ass igned
r ole; work with an automated accounting s ys tem.

S PECI A L REQ UI REM EN TS 

N one.

S UP PLEMENTA L IN F ORMA TIO N

A pplicants  ar e r equir ed to demons tr ate intermediate s pr eadsheet s kills  through the pas sing
of a County appr oved test.

I ndependent travel may be required.

ADA COMPLIANCE
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Physical A b ilit y: Tasks involve the ability to exert light physical effort in sedentary to
light work, but which may involve some lifting, carrying, pushing and/or pulling of
objects and materials of light weight (5-10 pounds).  Tasks may involve extended periods
of time at a keyboard or workstation.

S en sory Req uirem en ts : S ome tas ks require visual per ception and dis cr imination. Some
tasks require oral communications ability.

Environm en t al Fact ors : Tasks may risk exposure to exposure to adverse environmental
conditions, such as dirt, dust, pollen, odors, fumes, violence, disease, pathogenic
substances, and traffic hazards.

________________________
Human Resources Director

________________________
Date

S olano County is  an Equal Oppor tunity Employer .  I n compliance with the A mer icans  w ith
D is abilities Act,  S olano County will pr ovide reas onable accommodations  to qualif ied
individuals  w ith dis abilities and encour ages both prospective and curr ent employees  to
dis cus s potential accommodations with the employer .


