Public Service District

DEPARTMENT OF HUMAN RESOURCES

POSITION DESCRIPTION
CLASS TITLE: Accounting Manager CLASS CODE: FNO3
DEPARTMENT: Finance PAY GRADE: 47
REPORTS TO: Director of Finance FLSA: Exempt
SUPERVISES: Accounting Generalist REVISED: 03/09/2022

PURPOSE AND SCOPE:

Under the direct supervision of the Director of Finance, supervises and performs JIPSD financial accounting
and human resource administration. Responsibilities include but are not limited to centralized record keeping
functions such as general ledger account reconciliation, budget analysis, employment compensation &
benefits administration, company policy & procedure development, and employee recruitment & retention.

This position is designated as Essential in the event the JIPSD's Emergency Operation Plan is activated.
ESSENTIAL FUNCTIONS: .
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Ensure financial data accuracy through: audit, bank reconciliations, and journal entries of general
ledger accounts. Identifies and reports deficiencies with recommendations to improve controls and
efficiencies for development and refinement of SOGs. Supervise and back-up to accounts payable.

Supervise and perform human resource administration of the full cycle of employment to include but
not limited to employee: recruitment, orientation, benefitinsurance, workers compensation reporting
and audit, and analysis to ensure compliance with JIPSD policies and State & Federal employment
laws. Ensures and maintains the strictest level of confidentiality and safekeeping of employee
information and records.

Supervise biweekly payroll processing and related benefits administration including ADP Payroll and
HR data base, oversight of ADP's deductions & remittance for: the reporting of taxes; retirement;
insurance; garnishments; and recording payroll in the general ledger. Supervises and coordinates
all year end processing to include but not limited to financial reporting; remittance of IRS 1099; form
W-2; 1095-B & C, and 1094 B&C.

Provides research and support for the annual audit, budget, grants, and other periodic financial
reporting. Ensures all purchases are followed and administered in compliance with the Procurement
Ordinance.

Maintains and administers asset insurance policies, claims, and records.

Administer the financial and human resource records retention and destruction in accordance with
the State and Federal Records Management Policy. Other duties such as customer service as
necessary to accomplish the district’s mission.

100% = Total Essential Functions
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