TOWN OF PERRYVILLE
1
Clerk II


Accounting Clerk II 
Grade:  6


FLSA: Non-Exempt

Date:
3/08

Job Summary:  Performs financial tasks and activities, prepares and processes accounts payable; Prepares and processes purchase order requests; performs other duties as assigned.


Essential Functions:
1. Processes and prepares accounts payable and accounts receivable;
2. Processes and prepare purchase orders for approval by the Finance Director or Administrative Supervisor in the absence of the Finance Director. 
3. Issue copies of purchase orders or numbers to the requestor.
4. Prepares personal property tax cash receipts;

5. Verifies and updates daily batches with bank deposits;

6. Prepare and send letters requesting payment for bounced checks received. Make adjustments to accounts and bill bounced check fees.

7. Processes miscellaneous cash receipts.

8. Filing

9. Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

1. Ability to gain thorough knowledge of the Town of Perryville policies and procedures;

2. Ability to act as a representative of the Town of Perryville to the public;

3. Ability to effectively communicate with other staff, the Town Council, Mayor, and members of the public;
4. Ability to prioritize and multitask effectively;
5. Ability to establish and maintain accurate records and meeting minutes;
6. Ability to operate relevant computer systems, including hardware and software (i.e. Microsoft Office Excel and Word), and office machines;

7. Excellent written and oral communication skills.


Education and Experience: 
1. High school diploma or G.E.D.;

2. Three (3) to Five (5) years of job related experience;

3. Or equivalent technical training, education, and/or experience

4. Valid MD driver’s license.

Physical and Environmental Conditions: 

Work requires no unusual demand for physical effort.
Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices or meeting rooms, e.g., use of safe work place practices with office equipment, and/or avoidance of trips and falls. 

The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.


