
 
 

ACCOUNTING TECHNICIAN 
 

General Statement of Duties 
 

Performs technical and specialized payroll and accounts payable work supporting the 
financial operations of the Town. 
 

Distinguishing Features of the Class 
 
An employee in this class performs a variety of tasks in assisting in handling payroll and 
accounting functions. Payroll duties include checking time records and computing and issuing the 
payroll; compiling information and submitting various tax and benefits reports; and maintaining 
payroll records. Accounting tasks include accounts payable including matching purchase orders to 
invoices, reviewing invoices to verify accuracy and receipt of goods; coding invoices and receipts; 
keying invoices to be paid and filing invoices; communicates with vendors on invoices and checks.  
The employee also issues purchase orders based on departmental requests for goods and 
services, and assists the Finance Officer with tasks such as pulling information for the audit, for the 
budget or for grants reporting, and may back up the customer service desk when needed.   Work 
involves applying established fiscal procedures, principles of bookkeeping, and personnel policies 
and procedures to the duties performed. Work is characterized by use of personnel and payroll 
related documents and reports, personnel actions, insurance forms and other related statements 
and fiscal forms. Initiative is required in the performance of duties. Work is performed under the 
general supervision of the Finance Officer and is evaluated through conferences, accuracy and 
completeness of payroll and balanced accounts, and by independent audit of financial records. 

 
Duties and Responsibilities 

 
Essential Duties and Tasks 
Performs payroll functions including reviewing and recording time worked; preparing  a variety of 
payroll deduction reports; maintaining records of compensatory time and leave; preparing payroll 
checks; withholding required payments;   
Answers employee and department questions about paychecks.  
Completes payroll reports and distributes to a variety of Federal and State agencies and to fringe 
benefits vendors; compiles and submits personnel reports, surveys, and legal information; files 
unemployment reports; maintains payroll records; provides information for employment verification. 
Performs accounts payable functions including matching purchase orders to invoices, reviewing 
invoices to verify accuracy and receipt of goods; coding invoices and receipts; keying invoices to be 
paid and filing  invoices; and generating vendor checks, expense and travel checks, and other checks 
on a weekly, monthly, and daily basis as needed. 
Issues 1099’s and W2’s; communicates with vendors and departments on invoices and checks.   
Compiles information and issues purchase orders, with administrative approval, to departments based 
on their requests for goods or services; informs departments of PO number and provides copies.  
Maintains records of encumbrances and outstanding purchase orders; maintains files of checks, 
vouchers, and related documents. 
Reviews and processes purchase order requisitions from the various departments; maintains 
procurements records and services purchased. 
Posts and amends transactions to general ledger accounts, under the supervision of the finance 
officer. 
Assists in compiling financial data for the annual budget and in assuring appropriate financial internal 
control systems; compiles data for auditors or for the Finance Officer as requested..  
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Additional Job Duties 
Serves in backup capacities to others in administrative functions. 
Performs related duties as required. 
 

Recruitment and Selection Guidelines 
 
Knowledges, Skills, and Abilities 
Thorough knowledge of personnel and payroll practices and principles and their relationship to 
accounting and legal requirements. 
General knowledge of laws, rules, regulations, policies and practices to follow in the payroll and 
accounts payable functions. 
Working knowledge of personnel laws, rules, and regulations.  
Ability to understand and apply policies and regulations to the maintenance of financial and payroll 
records and reports.  
Ability to use computer and other equipment for the maintenance of payroll and accounting 
records. 
Ability to verify accounting and payroll documents and forms for accuracy and completeness. 
Ability to make arithmetic computations accurately and with reasonable speed. 
Ability to establish and maintain effective working relationships with vendors, department heads, 
employees and the general public. 
Ability to communicate effectively in oral and written forms. 
Ability to use judgment and discretion in handling payroll and accounting issues.  
Ability to communicate effectively in oral and written forms. 

 
 
Physical Requirements 
Must be able to perform the basic life operational skills of kneeling, reaching, walking, lifting, 
fingering, grasping, feeling, talking, hearing, and repetitive motions. 
Must be able to perform sedentary work, exerting up to 10 pounds of force occasionally and/or a 
negligible amount of force frequently or constantly to move objects. 
Must possess the visual acuity to prepare and analyze data and figures, perform visual 
inspections, to do accounting tasks, to operate a computer, and to read extensively. 
 
Desirable Education and Experience 
Graduation from a community college with studies in accounting or business and experience in 
payroll, accounts payable and/ or accounting operations; or an equivalent combination of education 
and experience. 
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