PRINCIPAL CLERK/BOOKKEEPER

TOWN ACCOUNTANT’S OFFICE

Summary:  The Principal Clerk/Bookkeeper in the Accounting Office is a full-time position, Monday-Friday, 8:30 A.M. – 4:30 P.M.   The Principal Clerk/Bookkeeper reports directly to the Town Accountant is expected to work independently and works cohesively with all other departments.  The position requires interaction with all levels of management. 

Responsibilities:

· Receive and prepare for payment of all bills and payrolls of the town, as submitted by each department.

· Receive and prepare for entry of all purchase orders. 

· Create and maintain numerous spreadsheets essential to the financial operation of the town.

· Process/post payables and receipts through the computerized system and manually as necessary.

· Prepare end of month reports for all departments.

· Provide statistical reports for FY budget preparation. 

· Work directly with departments to reconcile any budget differences. 

· Research payment status requests, provide detailed information to requestor.

· Primarily responsible for clerical duties of the office.

· Maintain/update vendor data.

Qualifications:

· General Ledger experience desirable.

· Knowledge and experience with the following programs essential:  Microsoft Excel; Microsoft Windows; Microsoft Word;   (Microsoft Access; Microsoft Outlook; and Accounting Module also desirable) 

· One to three years accounting experience in the municipal field desirable.

· Must be able to create and maintain spreadsheets (formula knowledge a must).

· Excellent verbal and written communication skills, analytical and problem-solving abilities.

· Legible handwriting.

· Excellent math skills.

· Must be able to work with minimal supervision.

· Organizational skills.

THE ABOVE EXAMPLES OF DUTIES ARE NOT INCLUSIVE BUT AN OUTLINE OF THE DUTIES AND RESPONSIBILITIES RELATED TO THE POSITION.  OTHER DUTIES MAY BE ASSIGNED AS DEEMED NECESSARY.

PHYSICAL DEMANDS:  The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit; use hand to finger, handle, or feel and talk or hear.  The employee is occasionally required to stand, walk and reach with hands and arms and routinely lift up to twenty-five (25) pounds.  Specific vision abilities required by this job include close vision.

WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  

The noise level in the work environment is usually moderate.

The Town of Dracut requires a physical post offer.

This job description does not constitute an employment agreement between the employer and the employee, and is subject to change by the employer, as the needs of the employer and requirements of the job change.

         The Town of Dracut is an Equal Opportunity/Affirmative Action Employer
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