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POSITION DESCRIPTION

CLASS TITLE: Senior Accountant CLASS CODE: FN03

DEPARTMENT: Finance PAY GRADE: 57A

REPORTS TO: Director of Finance FLSA: Exempt

SUPERVISES: N/A REVISED: 2/20/25

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, payroll, budgetary analysis, capital assets, grants, and insurance.

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

ESSENTIAL FUNCTIONS:

•  Ensure financial data accuracy through bank reconciliations, budgetary review, and journal entries

of general ledger accounts ensuring compliance with GAAP.

•  Ensure timely completion and processing of the annual audit & financial statements, tax and grants

reporting, and Freedom of Information requests.

•  Assists with compiling the annual budget, purchase order processing and compliance, and

administration of the full life cycle of capital assets. Capital asset responsibilities include

maintaining asset records, processing online auction sales, liability insurance renewals, processing

license plates, and filing of insurance claims.

•  Conduct monthly reconciliations of active and retiree insurance accounts with the Public Employee

Benefit Authority (PEBA) and the South Carolina Retirement System (SCRS), ensuring accuracy and

timely submission of corresponding payments.

•  Accurately record payroll transactions in the general ledger, ensuring proper financial reporting and

reconciliation. Develop proficiency in processing biweekly payroll within six (6) months of

employment as a reliable back up when needed.

•  Review, validate, and process payments for biweekly, quarterly, and annual Federal and State tax

reporting, including but not limited to SUTA, FUTA, and South Carolina Department of Employment

and Workforce (SC DEW) tax obligations.

•  Identify and address any discrepancies to maintain compliance and financial accuracy.

•  Collaborate with accounts payable and must be able to process accounts payable within six (6)

months of employment.
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Page 1 of 3






