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JOB DESCRIPTIONPRIVATE 

Administrative Analyst – Finance Department
DEFINITION
Under general supervision of the  Finance Director, performs a wide variety of responsible technical accounting duties involved in performing financial record keeping and reporting duties in support of assigned accounting system, function, or program area;  processes all City payables and performs various difficult and complex accounting functions;  prepares, processes, maintains, and verifies financial/accounting and statistical documents and records; prepares various reports, statements, and special projects; provides information and assistance to the general public and City departments; Provides responsible and confidential administrative support to the Finance Director or his/her designee; Allocates charges to the appropriate budgets, and performs related duties as assigned.

EXAMPLES OF DUTIES:  (These examples are intended only as illustrations of the various types of work performed.  The examples of work performed are neither restricted to nor all-encompassing of the duties to be performed under this job title.)  (E=Essential Duty; M=Major Portion of Time)

· Performs a variety of responsible technical accounting and financial office support duties in support of assigned accounting system, function, or program area including in the areas of accounts payable and budget preparation. (E,M)

· Reviews and analyzes the annual City budget; assists in preparation of the budget document in support of the Finance Controller. (E)

· Performs duties in support of the City’s accounts payable function; receives incoming invoices for payment and reviews for accuracy and proper authorizations and account coding; researches discrepancies; prepares batches for data entry; ensures that payments are included and processed in a timely manner.  (E-M)

· Allocate account charges against the appropriate budgets.  (E-M)

· Coordinate with the Purchasing Division in the management of purchase orders, encumbrances and invoice payments. (E-M)

· Manage payable processing according to timeframes which will optimize productivity of City funds. (E-M)

·  Researches and/or responds to employee, vendor, and citizen inquiries, requests, and complaints in a courteous manner; provides information within area of assignment; resolves complaints in an efficient and timely manner. (E,M)  

· Produce reports and analyses of payable activity for review by City Council and Staff. (E)

· Analyze and reconcile year-end reporting of encumbrances to Purchasing Supervisor and Finance Director.

· Coordinate accounting activities with other City departments and divisions as well as with outside agencies. (E-M)

· Provide administrative support to the Director of Finance as needed.
· Performs special projects and studies; collects and compiles statistical and financial data for special reports, as directed. (E)
· Prepare various audits, reports, and research reports as assigned by the Director of Finance. 
· Prepare various tax reports: (E,M)

· Prepare annual Federal Form 1099.  Maintain Forms W9.
· Assist monthly in the preparation of sales/use tax returns.
· Administer and report quarterly earnings withholding on Non-resident Independent Contractors and Entertainers to Franchise Tax Board.
· Administer and report ongoing Independent Contractors to Employment Development Dept.
· Maintain accurate payment  logs for ongoing reimbursements or payments of Uniform Allowance; coordinates with Payroll Officer. (E)
· Maintain Abandoned Property recording keeping.

· Interact and provide information to auditors for annual financial audit. (E)
· Oversee the training and work of  assigned technical and/or administrative support personnel. (E)

· Establish and maintain project code/job costs assignment and entry

· Organize and maintain vendor files. (E)

· Prepare and enter monthly journal entries
· Perform other duties as assigned.

QUALIFICATIONS
Knowledge of:
· Organization and operation of municipal government.

· Municipal accounting, auditing, and budgeting procedures
· Basic principles and practices of budget preparation and administration. 
· Basic methods and techniques of effective technical, administrative, and financial record keeping, report preparation, and presentation.
· City purchasing, budget, warrant, accounting ordinances, resolutions, and procedures.

· Modern office practices, procedures, equipment, and standard clerical techniques as applied to municipal accounting.

· Applicable laws and regulations necessary for finance reporting requirements including California Sales/Use Tax, District Sales/Use Tax, Independent Contractor/Entertainers Withholding, Form 1099, and Form W9.

· Computer operations and data processing functions.
· Methods and techniques used in customer service and public relations.

· English usage, spelling, grammar, and punctuation.
Ability to:
· Understand, interpret, and apply administrative and departmental policies and procedures as well as pertinent laws, regulations, and ordinances.

· Perform responsible general professional analytical, programmatic and administrative duties involving the use of independent judgment and personal initiative.

· Participate in the preparation and administration of assigned budgets.

· Apply and adopt established methods to a variety of complex accounting transactions and problems.

· Produce accurate and concise account activity reports for review by the Director of Finance, City Councilmembers, or other administrative staff.

· Properly interpret invoice detail and make decisions in accordance with existing laws, regulations, and policies, and within appropriate budget limitations.

· Allocate charges to General Ledger account numbers accurately using fractions, percentages, ratios and proportions.

· Maintain journals and general ledgers of financial transactions.

· Operate spreadsheet (Excel) and word processing (Word) software and utilize computer software for recordkeeping, analyses and reporting.

· Organize work, set priorities and exercise sound independent judgment within established guidelines.

· Understand, utilize and train on General Ledger and Accounts Payable software.

· Handle difficult and stressful public contacts in an appropriate manner.

· Type at least 40 words per minute; operate a 10-key adding machine by touch.

· Operate a Munis workstation and a personal computer utilizing spreadsheet and word processing software for a major portion of the workday. (Excel and Word preferred). 

· Understand and carry out oral and written instructions.

· Work under pressure to meet established deadlines.

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

EXPERIENCE AND EDUCATION
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:
Education:

A Bachelor’s degree from an accredited college or university with major course work in public administration, business administration, or a field related to area of assignment.

Experience:
One year of administrative and/or programmatic support experience.  One year of research, administrative support, or analytical experience, preferably in a public administration, is desirable.

SPECIAL REQUIREMENT
Possession of a valid Class C California Driver's License.

PROBATIONARY PERIOD
Employees serve a six-month probationary period.  If performance is not satisfactory, an employee may be returned to their previous position or terminated without cause and recourse during this time.
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