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Auditor

JOB SUMMARY:

To review accounts payable, payroll, and other fiscal records and to prepare financial report statements and analyses.

JOB TYPE:
Position could be appropriate for a paid internship or full-time opportunity.
POSSIBLE FUNCTIONS:

1. Supervises and participates in the posting, balancing, and reconciliation of the general ledger and subsidiary accounts.

2. Controls budget for various departments and projects, determining if funds are available and expenditures properly classified; researches and analyzes transactions to resolve budget problems; provides analysis of available funds at management request.

3. Prepares work papers, financial statements, and various reports for federal, state, and other outside agencies as well as for internal accounting and auditing.

4. Prepares fund balance projections and reviews with operating departments.

5. Audits business enterprises to assure compliance with ordinances.

6. Recommends or implements changes in accounting systems and procedures.
7. Assists departmental personnel with budget activity, proper expenditure coding, document preparation, and other accounting-related activities.
8. Assists in annual budget preparation.

SUGGESTED EDUCATION, EXPERIENCE, AND SKILLS:
1. Education: Two or four year degree program in Accounting or equivalent

2. Experince with:

a. Accounting and auditing principles and practices.

b. Principles of governmental financial administration, including budgeting, reporting, taxation, and revenue.

c. Modern office practices, procedures, methods, and equipment.

d. Principles of supervision, training, and performance evaluation.

e. Laws and regulations governing fiscal recordkeeping.

3. Skills:

a. Examine and verify financial documents and reports.

b. Communicate effectively, orally and in writing.

c. Prepare a variety of financial statements, reports, and analyses.

d. Ability to operate modern automatic and mechanical accounting machines and equipment.
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