
JIP5
Public Service District

DEPARTMENT OF HUMAN RESOURCES

POSITION DESCRIPTION

CLASS TITLE: Accounting Manager CLASS CODE: FN03

DEPARTMENT: Finance PAY GRADE: 57A

REPORTS TO: Director of Finance FLSA: Exempt

SUPERVISES: N/A REVISED: 03/21/22

PURPOSE AND SCOPE:

Under the direct supervision of the Director of Finance, supervises and performs financial accounting.
Responsibilities include, but are not limited to, general ledger account reconciliation, financial reporting,
accounts payable, budgetary analysis, procurement, fixed assets, payroll, grants records retention, and
insurance.

This position is designated as Essential in the event the JIPSD's Emergency Operation Plan is activated.

ESSENTIAL FUNCTIONS:

% Time (Total of Essential Functions Must Equal 100%)

25% 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.

25% Assists to ensure timely completion and processing of the annual audit & financial statements, IRS
reporting, grants reporting, and Freedom of Information requests.

25% Assists with compiling the annual budget, procurement processing, and fixed asset analysis. Fixed
asset responsibilities include maintaining asset records, annual insurance renewals, and filing of
claims.

20% Supervise biweekly payroll processing and related benefits administration including ADP Payroll and
HR data base, oversight of ADP's deductions and remittance for the reporting of; taxes, retirement,
insurance, garnishments, and recording payroll in the general ledger.

05% Maintains records retention and destruction compliance in accordance with the State and Federal
Records Management Policy. Other Finance and Administration duties including customer service
as necessary to accomplish the district's mission.

100% = Total Essential Functions
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