
























































































ACCOUNTANT'S ASSISTANT/SECRETARY 

Primary Function: 

Assists the Accountant and performs secretarial duties for the City Clerk and other department 

heads as required. The position includes responsible work related to: assisting the Accountant 

with regular and special financial information processing and computer operations; and 

performing secretarial and clerical work. Work requires the exercise of judgment in the application 

of prescribed procedures and methods to routine matter. Depending upon the nature of the 

assignment, work is performed under the supervision of the Accountant and/or the City Clerk and 

is reviewed periodically through inspection and evaluation. 

Representative Duties: 

(The following are intended to be representative duties of the position and may not be performed 

by all individuals in the position. Additionally, individuals in the position may be required to perform 

other duties similar to those listed, but not included herein). 

1. Assists the Accountant in keeping accounting and budgetary reports.

2. Operates computer, typewriter, calculator, copy machine and other common office

equipment.

3. Prepares replies to correspondence without dictation in accordance with established

procedures.

4. Creates and maintains confidential and semi-confidential files for the City Clerk and

others as required.

5. Secures ordinances in a permanent journal and maintains ordinance files.

6. Publishes all legal notices and other documents in the newspaper.

7. Types correspondence, forms, form letters, reports and similar material from notes,

rough drafts or verbal instructions.

8. Works at counter receiving applications and issuing various licenses; receives

payments on water/sewer bills, etc.

9. Answers inquiries according to established departmental policy, answers departmental

telephone and directs callers to proper department or party.

10. Performs related work as required.

Required Experience and Training: 

Graduation from high school, supplemented by additional course work in secretarial, accounting, 

computer operations and office procedures; one or more years recent experience operating a 

small computer system; and experience in an office, typing general correspondence and other 

documents, keeping basic accounting records and performing general office functions; or any 

equivalent combination of education, experience and training which would provide the following 

knowledge, abilities and skills: 

Thorough knowledge of secretarial practices and procedures. 
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Thorough knowledge of business English, spelling, arithmetic and vocabulary. 

Considerable knowledge of modern office practices, procedures and equipment. 

Knowledge of basic bookkeeping principles and practices, and of their application to accounting 

transactions. 

Ability to handle confidential information and matters in a discrete and professional fashion. 

Ability to make moderately complex decisions in accordance with established policies and 

procedures. 

Ability to make and verify financial computations with accuracy and at reasonable rate of speed. 

Ability to assist in maintaining administrative, fiscal and general records and to prepare reports 

and answer questions from such records. 

Ability to maintain effective relationships with other employees and the public and to deal with 

public relations problems courteously and tactfully. 

Skill in the operation of a computer system/terminal and other common office equipment, including 

typing at the minimum rate of 60 words per minute. 
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