FINANCE & ACCOUNTING SENIOR ANALYST

Job Code Pay Grade
18809 CL22

Nature of Work

This is highly responsible professional accounting, technical, analytical and administrative work involving
systems, operations, management research, and quality assurance. An employee in this class is responsible for
the development, coordination and implementation of work standards, methods, procedures, improvements,
assessment, testing and evaluation of processes, procedures and practices in assigned areas and serves as a
departmental expert in area of specialty. An employee in this class is also responsible for participating in the
accounting activities of a diversified and complex accounting system including, contract compliance,
internal/external audit compliance, procedures and financial analysis. Work requires exercising independent
judgment in determining recommended courses of action and in the development and presentation of materials,
independent application of generally accepted governmental accounting principles and review of financial
transactions for compliance with best business practices, laws, regulations, contracts, policies and procedures.

Minimum Qualification Requirements

« 7 years of experience in recognized accounting work that includes 1 year of government accounting and
leadership training or experience; or

* Associate’s degree (or 2 years of other related college level education) plus 5 years experience as described
above; or

* Bachelor’s degree in finance, accounting, business administration or other related field plus 3 years of
experience as described above; or

» Master’s degree in finance, accounting, business administration or other related field plus 1 year experience
as described above; or

* An equivalent combination of education, training, and/or experience.

Appointing Authority May Also Require

» Florida Driver's License or Florida Commercial Driver’s License and endorsement, if any.

* Assignment to work a variety of work schedules including compulsory work periods in special, emergency,
and/or disaster situations.

* Other highly desirable knowledge, skills, abilities, and credentials relevant to a position.

Illustrative Tasks

» Works on the development and implementation of new and improved plans, procedures, techniques and
methods to adjust to changing requirements.

* Assists in developing policies and procedures to ensure the adequacy of accounting controls, ensure accurate
audit trails and preparation of financial statements in accordance with generally accepted accounting
principles and applicable laws rules and regulations.

* Prepares various periodic and annual financial and other required reports and work papers in compliance
with all applicable laws, rules and regulations.

* Pre-audits complex invoices to ensure compliance with contract terms as well as any other applicable laws,
rules, regulations, policies and procedures.

* Reviews, analyzes and monitors budgets, expenditures, and contracts to assure conformity with federal,
state and county laws and regulations, grant requirements, and county and departmental procedures and
practices.

» Conducts analyses of entries, transactions and accounts having an impact on the financial statements for
reasonable accuracy and generates the appropriate correcting or adjusting entries.

* Assists in developing and enhancing computerized processing system applications as related to financial
operations to maximize efficiency and effectiveness.

* Assists with troubleshooting system problems and testing proposed solutions, as well as testing of new
functionality including upgrades, patches, etc. This also includes testing systems for compliance with
established policies.



FINANCE & ACCOUNTING SENIOR ANALYST  (continued)

Job Code Pay Grade
18809 CL22

Illustrative Tasks (continued)

o Defines, analyzes and documents workflows.

* Creates and delivers training courses and presentations to internal and external customers.
+ Performs related work as assigned or requested.

Knowledge, Skills, and Abilities

» Knowledge and mastery of most advanced business practices and procedures including accounting systems,
procedures, regulations and source documents including expenditure, revenue, general ledger and related
accounting procedures and the interrelationship of internal and external record keeping systems; general
bookkeeping, accounting and audit methodology, terminology and standards.

» Knowledge of advanced governmental accounting practices and budgetary procedures; financial
accounting, and funded processes for organizations including generally accepted accounting principles.

» Knowledge of and ability to apply data processing principles, methods and practices in a highly complex
automated financial management system in a large multi-fund environment.

» Knowledge of federal, state, and local laws, rules and regulations governing financial policies and
contract procedures of county government and ability to research, interpret and apply such.

« Skill in exercising considerable initiative, fostering collaboration and teamwork, and demonstrating
creativity and innovation leading to improved work processes.

* Ability to organize, communicate and present information effectively in a clear, concise manner both
orally and in writing.

* Ability to establish and maintain effective working relationships.

* Ability to comprehend complex finance and accounting data, independently analyze data and draw
logical conclusions.

* Ability to review and evaluate the work of associates.

* Ability to develop and update procedure and operational manuals.

* Ability to train and communicate effectively with all levels of employees.

* Ability to prepare account analyses and reconciliations, determine courses of action to resolve finance
and accounting problems and make appropriate adjusting entries.
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