DRAFT
Job Family: 43-0000  Office and Administrative Support
Occupational Group:  43-3030  Office and Administrative Support
OCCUPATION PROFILE


JOB FAMILY:	OFFICE AND ADMINISTRATIVE SUPPORT

OCCUPATIONAL GROUP:	OFFICE AND ADMINISTRATIVE SUPPORT

OCCUPATION:	BOOKKEEPING, ACCOUNTING & AUDITING CLERK
	43-3031

BROADBAND LEVELS:		Level 1 – Pay Band 001
					Level 2 – Pay Band 003
					Level 3 – Pay Band 005


DESCRIPTION

This is work computing, classifying, and recording numerical data to keep financial records complete. Incumbents perform any combination of routine calculating, posting, and verifying duties to obtain primary financial data for use in maintaining accounting records. Incumbents may also check the accuracy of figures, calculations, and postings pertaining to business transactions recorded by other workers.

Some positions in this occupation may be responsible for coordinating work and supervising employees.


EXAMPLES OF WORK

Supervises employees by assigning work, reviewing progress and assessing performance.

Calculates accounts receivable, sales totals, and inventory data.

Encodes and adds amounts of transaction documents, such as checks or money orders.

Posts totals to records and prepares bill or invoice to be sent to customers.

Sorts and microfilms/images transaction documents.

Transcribes data from office records, using specified format.

Compares totals to records for errors, and encodes correct amount or prepares correction record if error is found.

Transfers data from machine, such as encoding machine, to computer.

Observes operation of sorter to note document machine cannot read, and manually records amount, using keyboard.

Bundles sorted documents to prepare those drawn on other banks for collection.

Manually sorts and lists items for proof or collection.

Cleans and/or maintains machines.

Compares previously prepared bank statements with canceled checks, prepares statements for distribution to customers, and reconciles discrepancies in records and accounts.

Recovers checks returned to customer in error, adjusts customer account, and answers inquiries.

Matches statement with batch of canceled checks by account number.

Inserts statements and canceled checks in envelopes and affixes postage, or stuffs envelopes and meters postage.

Routes statements for mailing or over-the-counter delivery to customers.

Keeps canceled checks and customer signature files.

Posts stop-payment notices to prevent payment of protested checks.

Encodes and cancels checks.

Computes amounts due from such documents as purchase orders, sales tickets, and charge slips.

Compiles and computes credit terms, discounts, and purchase prices for billing documents.

Maintains records of invoices and support documents.

Consults manuals which include rates, rules, regulations, and government tax and tariff information.

Compiles cost factor reports, such as labor, production, storage, and equipment.

Verifies compiled data from vendor invoices to ensure accuracy and revises billing data when errors are found.

Types billing documents, shipping labels, credit memorandums, and credit forms.

Resolves discrepancies on accounting records.

Answers mail and telephone inquiries.

Updates manuals when rates, rules, or regulations are amended.

Assists in preparation of budgets and budget requests.


EXAMPLES OF JOB CHARACTERISTICS

	Documenting/Recording Information
	Entering, transcribing, recording, storing, or maintaining information in either written form or by electronic/magnetic recording.

	Getting Information Needed to Do the Job
	Observing, receiving, and otherwise obtaining information from all relevant sources.

	Processing Information
	Compiling, coding, categorizing, calculating, tabulating, auditing, verifying, or processing information or data.

	Analyzing Data or Information
	Identifying underlying principles, reasons, or facts by breaking down information or data into separate parts.

	Communicating With Other Workers
	Providing information to supervisors, fellow workers, and subordinates. This information can be exchanged face-to-face, in writing, or via telephone/electronic transfer.

	Performing Administrative Activities
	Approving requests, handling paperwork, and performing day-to-day administrative tasks.

	Identifying Objects, Actions, and Events
	Identifying information received by making estimates or categorizations, recognizing differences or similarities, or sensing changes in circumstances or events.

	Judging Qualities of Things, Services, People
	Making judgments about or assessing the value, importance, or quality of things or people.

	Estimating Needed Characteristics
	Estimating the Characteristics of Materials, Products, Events, or Information: Estimating sizes, distances, and quantities, or determining time, costs, resources, or materials needed to perform a work activity.

	Interacting With Computers
	Controlling computer functions by using programs, setting up functions, writing software, or otherwise communicating with computer systems.




EXAMPLES OF KNOWLEDGE, SKILLS AND ABILITIES

	Mathematics
	Using mathematics to solve problems


	Information Gathering
	Knowing how to find information and identifying essential information


	Information Organization
	Finding ways to structure or classify multiple pieces of information


	Reading Comprehension
	Understanding written sentences and paragraphs in work related documents


	Writing
	Communicating effectively with others in writing as indicated by the needs of the audience


	Problem Identification
	Identifying the nature of problems


	Monitoring
	Assessing how well one is doing when learning or doing something


	Product Inspection
	Inspecting and evaluating the quality of products


	Management of Financial Resources
	Determining how money will be spent to get the work done, and accounting for these expenditures


	Bookkeeping
	Ability to maintain bookkeeping records and inventories


	Clerical
	Knowledge of administrative and clerical procedures and systems


	English Language
	Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar


	Law, Government and Jurisprudence
	Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, agency rules, and the democratic political process


	Customer and Personal Service
	Knowledge of principles and processes for providing customer and personal services including needs assessment techniques, quality service standards, alternative delivery systems, and customer satisfaction evaluation techniques


	Computer
	Knowledge of computer software including applications




LICENSURE, CERTIFICATION OR REGISTRATION REQUIREMENTS


EFFECTIVE:		08/01/2023-Added Level 3
History:		03/17/2003
07/01/2002
Confidential: Collective Bargaining Preparation Document
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