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DEFI NI TI ON

Under general supervision, in either a centralized fiscal or
departnental setting, provides a variety of routine to difficult
fiscal, financial, payroll, statistical and accounting office
support to various County offices; may perform general office
support duties, including typing, word processing and filing;
perfornms rel ated work as assi gned.

DI STI NGUI SH NG CHARACTERI STI CS

Fiscal Assistant | is the entry level class of this fiscal

of fice support series. Initially under close supervision,

i ncunbents learn fiscal office and County procedures. As
experience is gained, there is greater independence of action
wi thin established guidelines. This class is alternately
staffed with Fiscal Assistant Il and incunbents may advance to
t he higher | evel after gaining experience and denonstrating
proficiency which neet the qualifications of the higher |evel
cl ass.

Fiscal Assistant Il is the journey |evel class of this series,
fully conpetent to performa variety of responsible fiscal
accounting and financial recordkeeping support duties. Al
positions are characterized by the presence of fairly clear

gui delines from which to nmake decisions and the availability of
supervision in non-routine circunstances. This class is

di stingui shed from Seni or Fiscal Assistant in that the latter

ei ther assigns, directs and reviews the work of a small fiscal
support staff or perforns the nost difficult, technical, conplex
or specialized fiscal support duties.

EXAMPLES OF DUTIES (Illustrative Only)

e Matches invoices, receiving reports and other requests for
paynment wi th purchase order or contract documents; ensures
proper authorization and conpliance with County policies and
pr ocedur es.

e Inputs information to a conputer system or manual |y prepares
forms to produce paynents; reconciles and prepares paynent
requests for non-purchase order expenditures such as utility
and contract paynents.

* Provides information to vendors regarding invoices and
pur chase orders.
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* Processes bails, fines, fees, charges, taxes and other nonies
due to the County; receives paynents and bal ances nonies on a
regul ar basis.

e Assists with the production of various periodic billings,
recei ves checks by mail and processes and bal ances
accordingly; audits accounts receivable; answers factual
guestions regardi ng County policies and ordi nances.

* Processes returned checks, conveys to proper person to effect
col l ection and nmakes appropriate entries to files and/or
| edgers.

« Mintains accounting and financial and statistical records and
prepares periodic or special reports.

* Posts information to | edgers, journals and reports; totals and
bal ances figures, proofs data and makes corrections as
required.

e Prepares, reviews and processes tinme reports; cal cul ates
conplex differential, premumand shift pay rates; processes
personnel action, enployee benefits and changes; provides
benefits and payroll information to enpl oyees.

* Processes centralized or departnental payroll records and
docunent ati on; may assi st in processing paynents to various
i nsurance carriers, deferred conpensati on and ot her enpl oyee
deducti ons.

* Reviews and audits changes to County tax roll, calcul ates
paynents due on bonds and special assessnents.

* Enters and retrieves data froman on-line or personal conputer
system may use such technol ogy to produce standard reports;
operates standard of fice equi prment.

e My assist with departnmental payroll recordkeeping, cost
accounting, budget preparation by posting information, typing
materials or totaling figures.

 Perforns a variety of general office support duties such as
typi ng, proofreading, filing, answering the tel ephone and
prepari ng periodic and special reports.

QUALI FI CATI ONS

NOTE: The | evel and scope of the know edge and skills |isted
bel ow are related to job duties as defined under
Di stingui shing Characteristics.

Know edge of :

Policies and procedures related to the departnment or
functional area to which assigned.

Fi scal docunent processing and record keepi ng and
bookkeepi ng practi ces and procedures.
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Basic auditing principles and practices.

Basi ¢ busi ness data processing principles and the use of
personal or on-line conmputers.

O fice practices and procedures, including filing and the
operation of standard office equi pnent.

Busi ness arithnetic, including decinmals and percentages.

Correct English usage and the basic format for typed
materi al s.

Skill in:

Preparing, maintaining and reconciling various fiscal,
accounting, payroll, personnel, statistical and
nuneri cal records.

Perform ng detailed fiscal office support work accurately.

Operating standard office equipnment including a cal cul ator
and conputer term nal

Prioritizing work, coordinating several activities and
neeting critical deadlines.

Using initiative and sound i ndependent judgnment within
est abl i shed gui del i nes.

Est abl i shing and mai ntai ning effective working
rel ati onships with those contacted in the course of

t he work.
Under st andi ng and carrying out oral and witten directions.
Typing with sufficient skill to conplete forns and enter

information into a conputer system

O her Requirenents:

Specified positions may require the possession of a valid
California driver's |icense.

Desirabl e Educati on and Experi ence:

A typical way to obtain the know edge and skills outlined
above is:

Fi scal Assistant |I: One year of office support experience
or equival ent education above the high school level to
denonstrate possession of basic fiscal know edge and
skills.

Fiscal Assistant Il: |In addition to the above, one year of
fiscal, bookkeeping, accounting or financial clerical or

of fi ce assistant experience at a |l evel equivalent to the
County's class of Fiscal Assistant I.




