City of Lindsay

EMPLOYMENT OPPORTUNITY

ACCOUNT CLERK I
OPEN RECRUITMENT
Class Title: =~ ACCOUNT CLERKI Compensation: TIER 1 $2,475 MO.
Department: FINANCE Step Range: 1-7
Location: 251 E HONOLULU, LINDSAY Status: FULL-TIME / NON-EXEMPT
Date: JUNE 18, 2021 Union: MISC EMP.

Interested applicants please submit application and resumes on the City of Lindsay Website at
https://www.lindsay.ca.us/hr by Friday July 16, 2021.

GENERAL PURPOSE
Performs routine clerical, accounting, and administrative work in accounts payable, accounts receivable, and general
administration.

SUPERVISION RECEIVED:
Works under the general supervision of the Account Clerk Supervisor.

SUPERVISION EXERCISED
None.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Assists in maintaining a daily cash balance and balancing cash on hand against receipts; assists in preparing and balancing
deposits.

Prepares periodic utility, financial, statistical, or operational reports as assigned.

Receives and routes incoming telephone calls for main City number.

Processes incoming and outgoing mail for all departments.

Assists in processing claims and vouchers for payment, and verification of account codes.

Maintains record retention database.

PERIPHERAL DUTIES
Provides clerical support to the finance staff as required.

Composes, types, and edits a variety of correspondence, reports, memoranda, and other material requiring judgment as to
content, accuracy, and completeness.

Serves as a back-up cashier/ office assistant including receipting of utility payments and various other payments.
DESIRED MINIMUM QUALIFICATIONS

Education and Experience:

(A) Graduation from an high school or GED equivalent with specialized course work in general office practices such as
typing, accounting, data processing, and

(B) Two (2) years of increasingly responsible related experience, or

(C©) Any equivalent combination of education and experience.
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Necessary Knowledge, Skills and Abilities:

(A) Working knowledge of computers and electronic data processing; working knowledge of modern office practices and
procedures; working knowledge of governmental accounting principles and practices.

(B) Skill in operating listed tools and equipment.

(C) Ability to perform arithmetic computations accurately and quickly; ability to communicate effectively verbally and
in writing; ability to establish successful working relationships; ability to work under pressure and/or frequent
interruptions.

SPECIAL REQUIREMENTS: None.

TOOLS AND EQUIPMENT USED
Personal computer, including word processing and spreadsheet software; central financial computer; 10-key calculator,
phone, fax and copy machines.

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 and talk or hear. The employee is
occasionally required to walk; use hands to operate, finger, handle, or feel objects, tools, or controls; and reach with hands
and arms.

The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include
close vision and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters while performing
the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

The noise level in the work environment is usually moderately quiet.

SELECTION GUIDELINES
Formal application, rating of education and experience; oral interview and reference check; job related tests may be
required.

The duties listed above are intended only as illustrations of the various types of work that may be performed. The omission
of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment

to the position.

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

Employees Hired prior to 07/01/2018 TIER 1 $2,475-3,317 MO
Employees Hired after 07/01/2018 TIER 2 $2,475-3,043 MO

Effective on March 24, 2020 or the employee’s date of hire, all members shall receive a three percent (3%) hazard pay salary
increase or a minimum salary increase of seventy-five cents ($0.75) an hour, whichever is greater. This hazard pay increase shall
continue until the Lindsay City Council takes action to end the declared emergency, the declaration of emergency expires, or until
December 31, 2021.

10 Vacation Days, 13 Holidays, 10 Sick Leave days, 100% Employee Covered Medical, Dental and Vision Plans, Life
Insurance, CalPers Retirement, Deferred Compensation Plan City Match, Aflac and Cafeteria Plan. and Wellness Incentive
Program. Please see City of Lindsay website Human Resource page for further details.

COVID-19 CONSIDERATIONS

Protecting the health and safety of our communities — including our teams and of those considering a career
with the City of Lindsay — is our highest priority. We continue to closely monitor the evolving situation and we
appreciate your understanding and flexibility with any related changes to our interviewing process. Those
selected to interview will be contacted via email with instructions for a virtual or physical interview.

The City of Lindsay is committed to doing everything we can to keep our staff and community safe and it will
continue to adhere to all CAL/OSHA COVID-19 Emergency Temporary Standards.
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