TOWN OF SAN ANSELMO

ACCOUNTING - PAYROLL TECHNICIAN T/
ACCOUNTING - PAYROLL TECHNICIAN II

DEFINITION

To perform technical administrative duties in finance, accounting, and payroll; to provide
clerical and technical support in human resources and benefits administration; and to provide
general office support as assigned.

DISTINGUISHING CHARACTERISTICS

ACCOUNTING TECHNICIAN 1 - This is the entry level class in the Accounting-Payroll
Technician series. This class is distinguished from the journey by the performance of the
more routine tasks and duties assigned to positions within this series. Employees at this level
are not expected to perform with the same independence of direction and judgement on
matters allocated to the journey level. Since this class is typically used as a training class,
employees may have only limited or no directly related work experience. Employees work
under immediate supervision while learning the more routine job tasks.

ACCOUNTING TECHNICIAN II - This is the full journey level class within the Accounting-
Payroll Technician series. This class is distinguished from the Accounting-Payroll Technician
I by the assignment of the full range of duties. Employees at this level receive only
occasional instruction or assistance as new or unusual situations arise and they are fully aware
of the operating procedures and policies within the work unit. Positions in this class are
flexibly staffed and are normally filled by advancement form the entry level.

SUPERVISION RECEIVED AND EXERCISED

Accounting-Payroll Technician I

Receives immediate supervision from management staff; may receive technical and functional
supervision from professional staff.

May monitor activities of volunteers as assigned.




TOWN OF SAN ANSELMO
Accounting-Payroll Technician I/II (cont'd)

Accounting-Payroll Technician I

Receives general supervision from management staff, may receive technical and functional
supervision from professional staff.

May monitor activities of volunteers as assigned.

EXAMPLES OF DUTIES - Duties may include, but are not limited to the following:

Post, verify, and balance various accounts; gather, sort, and research records and files to
provide factual data and trace discrepancies to reconcile accounts; perform data entry
functions and operate on-line interactive computer terminal and personal computer.

Receive and process cash payments and other revenues; balance cash, verify incoming monies
from Town departments; prepare bank deposits; manage petty cash fund and handle
disbursement.

Prepare, review and verify purchase orders, vendor invoices and related documents. Confirm
authorizations, maintain purchasing files, and prepare warrant register.

Prepare and monitor collection of billing for Town services; research and compile relevant
information; follow up delinquent accounts and bad debts; and perform related collection
duties as assigned.

Provide billing, payment, and other accounting information to vendors, contractors, the public,
and others as appropriate.

Maintain general ledger accounts and prepare reports as required; review and classify
documents for proper accounting documentation; code information according to established
procedure.

Review, verify and process employee time cards; calculate and process monthly group
insurance billings and other payroll deductions; prepare and process payroll including taxes,
deductions, benefits and retirement; perform quarterly and year-end payroll functions; and
respond to questions about payroll deductions.

Process special payroll functions such as buy-back, retirement reports, and special checks;
conduct new employee orientation and maintain inventory of benefit materials; advise







