
Accounting Technician II
Job Description


Range:		23.0-26.0 Progressive:12				Salary:	$34.12-49.41
Department:	Administration					Approved by: S.Meszaros
Reports to:	City Manager						Date: May 15, 2020	

[bookmark: _GoBack]Supervises:	City Departments; Community Development, Building, Finance, all other Departments as assigned by the City Manager. Supervises or coordinates the work of department heads of City departments as directed by the City Manager.

Position:	Regular, Full-Time. Exempt
  		
Summary:
This is a regular full-time position with benefits, starting pay $34.12/hr (Range 23.0-26.0) Position provides highly responsible administrative direction to assigned departments and functions to coordinate efforts toward achieving objectives, and assists the City Manager in developing, planning, and implementing goals and objectives to meet the current and future needs of the City; emphasis on projects and long-range City infrastructure improvements. This position operates with some degree of independence under the general supervision of the City Manager. In the absence of the City Manager, an employee in this class may temporarily assume responsibility for duties of the City Manager. The nature of the work performed requires that an employee in this class establish and maintain effective working relationships with the City Council, City Manager, department heads, Federal and State agencies, media, and the public. This position is a progressive position allowing for development of the individual in the position.

Essential Duties and Responsibilities:
Assists the City Manager with the development, interpretation, establishment and implementation of short and long range goals, management objectives, policies and operating procedures to provide accurate and timely information and support decision making and policy direction; participates in the development of the strategic plan to monitor status and achievement of stated desired goals; directs, prepares and presents special and recurring reports to promote effective and appropriate communication; maintains effective and timely communication with the City Manager to keep him/her apprised of situations and issues; participates in development of the budget, coordinates development of financial and budgetary documents and forecasts, identifies funding sources, monitors expenditures and debt services to make budgetary recommendations to the City Manager; identifies and recommends legislative issues to the City Council for review and potential action. Plans, directs, and administers City projects and programs as directed by the City Manager.

Serves as an agent of the City Manager in conflict and dispute resolution, acts on behalf of the City Manager when assigned, and assists in the overall daily administration, decision making and policy direction of assigned departments, sections, and functions to promote continuity of operations; participates in resolution of complaints to facilitate improvement in operations and communication, policy making, and team building; represents the City Manager's office at various meetings and participates on an variety of boards, commissions, outside government agencies, non-profits, and other citizen groups to promote, and ensure consistent communication of, goals, actions and activities of the City; communicates regularly with appropriate internal staff and external clients to maximize efficiencies, operations and activities and provides effective professional leadership by positioning the City positively through appropriate use of technologies and services.

When applicable, coordinates with other departments the overall management of City owned lands and tidelands including their use, development, lease, acquisition, disposal, appraisal and platting; and the selection of lands due the City under entitlement programs as directed by the City Manager.

Writes, reviews and administers professional service and construction contracts as assigned by the City Manager.

Provides support to the City Council, the Planning and Zoning Commission, the Port and Commerce Advisory Board, and attends such meetings when requested by the City Manager.

Screens and assist in resolution of citizen complaints and problems and addresses these issues whenever possible.

Works with department heads, City attorneys, clerks, lobbyists as directed by the City      Manager. 

  Performs other related duties as assigned.


Supervisory Responsibilities:
Supervises City employees and Departments; Community Development, Building, Finance, and others as assigned by the City Manager. Carries out supervisory responsibilities in accordance with City policies and applicable laws. Responsibilities include managing projects and related processes; planning, assigning, directing work; appraising performance; rewarding and disciplining employees; addressing complaints; and resolving problems.



Qualification Requirements:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily with minimal supervision and a high degree of initiative and authority. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience:
Bachelors’ degree from a college or university with major course work in public   administration, business administration, finance, engineering, planning, construction management or a related field. Five years of management experience which includes at least three years with responsibility for staff supervision, budgeting, and fiscal control. Experience in contract management and project development is strongly desired.

Language Skills:
Ability to read, analyze, and interpret common technical journals, financial reports, written reports and communications and legal documents. Ability to compose written correspondence, reports, and memorandum. Ability to respond to common inquiries or complaints from customers, regulatory agencies, other governmental units, or members of the business community. Ability to effectively present information to top management, subordinate personnel, public groups, and the City council, boards, and commissions.

Mathematical Skills:
Ability to add, subtract, multiply, and divide using whole numbers, common fractions, and decimals. Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, and percentages.

Administrative Skills and/or Knowledge:
Knowledge of principles and practices  of municipal  government  administration;  knowledge of effective administrative techniques; knowledge, and ability to establish and maintain effective working relationships with elected officials, employees, department heads, City Manager, representatives of other governmental agencies, and the public. Intermediate level computer use skills. Project tracking, reporting, and oversight of job status.

Reasoning Ability:
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret a variety of technical instructions and deal with concrete and abstract variables.



Public Relations:
Public relations will be an integral part of each employee's job. Employees will be courteous, helpful and conduct themselves in a manner which is appropriate for an employee in public service. Customer service is an integral component of this position.

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 regularly required to sit; use hands to handle or feel objects or controls for office equipment and word processors; and talk and hear. The employee frequently is required to reach with hands and arms. The employee is occasionally required to stand, walk, and stoop.

The employee must occasionally lift and/or move up to 25 pounds. 

Specific vision abilities required for this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. Corrected vision is necessary for driving.

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 is usually normal for office area activities. Noise levels will increase at operations sites and other City facilities.

Temperature level is normal for office activities though weather conditions will be experienced for outdoor job site visitations.

Progressive Development Plan:
Each year on the employees’ anniversary date, the employee will be evaluated not only on performance but also on professional development. The City Manager shall determine if the employee has received the required training and experience to advance. If it is determined that the employee has not progressed to the next level, but has shown above satisfactory performance, he/she will be granted the regular merit increase of one step.


To progress employee must have attended at least one professional City Manager’s conference (AML, ICMA or equivalent) and completed at least one budget process with the City of Seward. The employee must have participated in lobbying activities on behalf of the City to include travel to Juneau and/or Washington, D.C., in order to understand the process of seeking external funding. A progressive may be awarded for earning a Master’s Degree in a related  field  of  study and/ or at least three years’ experience  with  the  City  of  Seward  at  the  department  head level.
Possession of or the ability to obtain a valid State of Alaska driver's license.


Successful applicants must pass a background investigation and drug testing. A complete job          description and employment application can be obtained from City of Seward Personnel Office, 410 Adams Street, (907) 224-4074 or by emailing HR@cityofseward.net .  

The City of Seward is an Equal Opportunity/Affirmative Action Employer
[image: ]City of Seward
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Job Title:  Assistant City Manager/Project Manager 


Assistant City Manager/Projects Manager
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