TOWN ACCOUNTANT
Definition
The Accountant is the Chief Financial Officer for the Town and is responsible for management of the town’s accounting functions, completing all required reports, ensuring proper preparation of financial transactions and maintaining financial records; other related work as required in MGL Ch 41, §’s 50 – 53, 55 - 61.

Required Job Responsibilities

1. Maintain a complete set of financial records for all town receipts and expenditures. 
2. Maintain custody of all contracts and bonds of indemnity and keep track of the Town’s debt;
3. Implement the town’s accounting system; select and implement financial software services;
4. Enforce all general laws related to finance, including laws regarding accounting, fair labor standards and procurement;
5. Review and approve all bills; generate warrants to direct the Treasurer to expend town funds; audit all financial data to prevent fraudulent claim or payable against the Town, according to Massachusetts General Laws;
6. Notify elected boards and department heads on a monthly basis of activity and balances in appropriations;
7. Assist departments in creating budget requests and estimating revenues.  Compile results into an annual town budget;
8. Submit the annual report of all receipts and expenditures to the town; complete all state reporting requirements so as to not compromise the financial viability of the town;
9. Provide information to the Town Administrator and Board of Selectmen pertaining to financial matters; act as liaison to the Finance Committee in preparation of new fiscal year budgets.
10. Maintain membership and certification through professional groups including, but not limited to, the Massachusetts Municipal Auditors’ and Accountants’ Association.

Essential Functions
The essential functions or duties listed below are illustrations of the type of work performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position.

Serve as a member of the town’s financial team.
Monitor all budgets, appropriations, grants and special revenue accounts.
Ensure that all municipal financial transactions conform to law and to professional standards.
Develop and maintain a system of internal auditing to check, balance and identify errors.
Make computer entry of budgets, expenditure and vendor data along with monthly receipts.
Process bills payable checking for proper approvals, the removal of disallowed fees and charges, mathematical accuracy, vendor and appropriate account numbers and to ensure that double payment is not made.
Work with departments, vendors and suppliers of services to obtain 1099 information and certificates of insurance and to answer questions regarding payments pending.
Prepare Treasurer’s Bills Warrants by allocating charges to the appropriate expenditure accounts. 
Prepare Payroll Warrants by allocating charges as listed by the Treasurer to
the appropriate expenditure and agency accounts.  
Enter monthly receipts as presented by the Treasurer, checking for appropriate
account and fund numbers.
Maintain regular posted office hours.  Be available to the public.
Provide Department Head job performance evaluation of anyone under direct supervision, if applicable.
Prepare year-end Schedule A report.
Prepare Combined Balance Sheet and other financial records for DOR Free Cash certification
In collaboration with Town Assessor, Town Clerk and other Town employees as mandated by the Department of revenue in preparation of the Town’s Tax Recapulation.

Supervision
Works under the administrative direction of the Board of Selectmen and Town Administrator, with duties and responsibilities defined by state laws. Work includes long range planning and budgetary restrictions. The Town Accountant performs highly responsible functions of a complex and technical nature requiring the significant exercise of judgment and initiative. Works independently within established policies and procedures; questions generally referred to superior(s) only when clarification of operating policies and procedures are needed.  Results of work are normally accepted without change. 

Work Environment
Work is performed in office conditions.  Workload is subject to seasonal cycles and events which can be planned for, as well as unplanned fluctuations; may attend evening meetings.

The employee operates standard office equipment and has regular contact with the Town Administrator and town department heads, as well as intermittent contact with the public and outside agencies.

Errors in reporting financial transactions would not be easily detected and could have serious financial and legal repercussions.

Recommended Minimum Qualifications
Education/Experience – Bachelor’s Degree and three years experience or Associate’s degree and five years experience in accounting or financial management; experience in municipal accounting preferred.
Knowledge, Ability and Skill – The Town Accountant must have thorough knowledge of the principles and practices of municipal accounting, applicable provisions of the Massachusetts General Laws, and computer applications for accounting and financial management.  He/She must have the ability to analyze and interpret financial data and present findings clearly in written and oral form; ability to establish and maintain cooperative relationships with department heads; ability to work independently and exercise judgment; ability to use a variety of computer programs.  The Accountant must be skills and accurate in working with numbers and detail and in the use of computer applications.

Physical Requirements
Minimum physical effort is required to perform functions in office conditions.  The employee is frequently required to stand, walk, sit, speak and hear and use hands to operate equipment.  Vision requirements include the ability to read and analyze documents and use a computer.

	This job description does not constitute an employment agreement between the employer and employee, and is subject to change by the employer, as the needs of the employer and requirements of the job change
