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CLASSIFICATION SPECIFICATION
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SUMMARY OF SERIES: ; i
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Incumbents of positions in this series examine accounting data; prepare
financial statements and reports; maintain accounting records; and perform
related work as required.

The basic purpose of this work is to examine, analyze, and interpret
accounting records for the purpose of giving advice or preparing state-
nents.

ORGANIZATIONAL LEVEIS:

Accountant T is fhe entry-level professional job in this series.

Accountant II is the first-level supervisory job in this series.

Accountant III is the second-level supervisory job in this series.

Accountant IV is the third-level superviéory Jjob in this series.

Accountant V is the fsurth-level supervisory job in this series.

EXAMPLES OF DUTIES COMMON TO ALL LEVELS IN SERIES:

1. Confers with agency personnel and outside agencies by telephone, in
writing or in person to resolve accounting discrepancies and/or
obtain statistical data and documentation for various reports and/or
projects. ©

2. Prepares financial statements and reports and maintains accounts and
records such as cash receipt registers, budgetary control, etc. to
reflect financial status.

3. Reconciles financial documents, records, trans-actions and state-
ments to ensure conformance with established standards. :

4. Reviews agency accounting procedures to ensure conformance with
established reporting requirements, etc.

5. Reviews general and appropriation ledgers to check authorizations
and transfers and/or adjust out-of-balance ledgers.
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Provides technical assistance to employees, clients, state agencies,
legislators, municipal, distriet, and/or county officials, state
agencies, legislators, and the general public to ensure compliance
with agency laws, rules and regulations.

Performs related duties such as maintaining salary and payroll
records; preparing receipt vouchers, contracts, and purchase
requisitions; attending staff meetings and training sessions;
responding to inquiries regarding assigned agency functions;
reviewing and/or approving invoices for payment; and conferring with
others concerning accounting-related matters.

DIFFERENCES BETWEEN LEVELS IN SERIES:

Accountant II:

Incumbents of positions at this level or higher also:

1.

Interpret state and federal laws, regulations, guidelines and proce-
dures for financial operations and accounting systems.

2. Confer with suppliers of goods and/or providers of services and
their employees to explain state/agency rules, policies and
accounting procedures governing payment and related financial tran-
sactions.

3. Compute amount of surplus funds to be returned to state and/or
federal agencies.

Based on assignment, incumbents of positions at this level or higher may

also:

1. Assign point value to specific services such as laboratory tests, X-
ray, etc. for use in rate setting.

2. Determine scope and format for examination of books of account
and/or programs of federal, state or other Massachusetts political
subdivisions and/or agency grantees.

3 Review policies and procedures of financial institutions and/or

political subdivisions to ensure their adherence to applicable laws,
rules and regulations.

Accountant IITI:

Incumbents of positions at this level or higher also:

1.

2.

Review accounting procedures, reports, etc. for accuracy, updating
and corrections and for recommending changes or improvements in
agency accounting procedures or operations.

Review financial reports for trends in major programs to determine
their effect on spending.
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Based on assignment, incumbents of positiong at this leve; Or higher may

also:

1. Review Property tax rateg of municipalities, checking assessgor's
Tecords agg aecessary in order to ensure that such rates were com-

2. Prepare ang verify county budgets for legislative approval based op

5. Evaluate requests for additional allotments and/or transfer of

Procedures,

24 Testify at hearings; grand jury Sittings anq court caseg iuvolving
discrepancies, ad justments or other findings, corroboration of evi-

dence, consumer issues, Special investigations; etec.
Based on assignment, incumbentg of positiong at this level or higher may
also:
1 Analyze Project expenditure patterns ip order to make

2% Compute "free-cagh" to be certified ag available fop
appropriation by Dunicipalitjesg and districts,

Accountant Ve
———_"tanv v:

1. Recommeng the hiring ang termlnatlon,of employees.

25 Conduct evaluatlon/appralsal of employeesg.

3. Determine Projected eXpenditureg and/or revise agency Spending
Plans.

4. Implement and/or reviey accounting Procedures consistent with agency
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of accounting activities and to establish standards for performanc

Based on assignment, incumbents of positions at this level may also:

1. Implement electronic data processing accounting systems to maintai:
effective information storage and retrieval and to simplify manual
accounting procedures.

RETATIONSHIPS WITH OTHERS:

Major work contacts are with fiscal staff of own and other agencies, ven
dors and contractors.

SUFERVISION RECEIVED:

Accountant I:

Incumbents of positions at this level receive direct supervision from
Accountants or other employees of higher grade who provide instruction,
agsign work, and review performance t:rough conferences and reports
for effectiveness and conformance to laws, rules and regulations.
Incumbents must exercise some independent judgment.

Accountant II:

Incumbents of positions at this level receive direct supervision from
Accountants or other employees of higher grade who provide instruction,
assign work, and review performance through conferences and reports for
effectiveness and conformance to laws, rules and regulations. Incumbents
must exercise some independent judgment.

Accountant IITI:

Incumbents of positions at this level receive general supervision from
Accountants or other employees of higher grade who provide procedural
guidance, assign work, and review performance through conferences

and reports for effectiveness and conformance to laws, rules and regula-
tions. Incumbents must exercise considerable independent judgment.

Accountant IV:

Incumbents of positions at this level receive general supervision from
Accountants or other employees of higher grade who provide policy
guidance, assign work, fand review performance througzh conlferences and
reports for effectiveness and coformance to laws, rules and regulations.
Incumbents must exercise considerable independent judgment.

Accountant V:

Incumbents of positions at this level receive admin-istrative supervisior

from employees of higher grade who provide policy guidance, assign work

and review performance through conferences and reports for effectiveness
and conformance to laws, rules, and regulations. Incumbents must exercise

considerable independent judgment.
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IX.

SUPERVISION EXERCISED:

Acccuntant I:

Tncumbents of positions at this level may exercise functional supervision
(i.e., over certain but not all work activities, or over some or all
work activities on a temporary basis) over 1-5 technical and/or clerical
personnel .

Accountant II:

Incumbents of positions at this level exercise direct supervision (i.e.,
not through an intermediate level supervisqr) over, assign work to, and
review the performance of 1-5 professional, technical and/or clerical per
sonnel.

Accountant III:

Incumbents of positions at this level exercise direct supervision (i.e.;
not through an intermediate level supervisor) over, assign work to, and

reviiw the performance of 1-5 professional, tecl:ical and/or clerical per

sonnel; and indirect supervision (i.e., through an intermediate level
supervisor) over 6-15 professional, technical and/or clerical personnel.

Accountant IV:

Incumbents of positions at this level exercise direct supervision (i.e.
not through an intermediate level supervisor) over, assign work to, and
review the per formance of 6-15 professional and/or administrative person
nel; and indirect supervision (i.e., through an intermediate level super-
visor) over 6-15 professional, technical and/or clerical personnel.

Accountant V:

Incumbents of positions at this level exercise direct supervision & B
not through an intermediate level supervisor) over, assizn work to, and
review the performance of 6-15 professional and/or administrative person-
nel; and indirect supervision (i.e., through an intermediate level super-
visor) over 6-25 professional, technical and/or clerical personnel.

WORKING CONDITIONS:

Accountants may travel for job related purposes.

QUALIFICATIONS REQUIRED AT HIRE FOR ALL LEVELS IN SERIES:

1. Knowledge of the principles and practices of accounting including
terminology-
2. Knowledge of the methods of general report writing.

3. Ability to analyze and determine the applicability of accounting
data, to draw conclusions and to make appropriate recommendations.
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4. Ability to read and interpret documents such as financial reports,
accounts and ledgers.

5. Ability to understand, apply and explain the laws, rules, regula-
tions, policies, procedures, etc. governing assigned unit activi-

ties.

6. Ability to perform mathematical calculations using formulae to solve
accounting problems.

T. Ability to follow oral and written instructions.

8. Ability to gather information by examiningrrecords and documents and
through questioning individuals.

9. Ability to maintain accurate records.
10. Ability to prepare general and financial reporis.

11. Ability to write concisely, to express thoughts_clearly and to deve-
’ iup ideas ‘- logical sequence-

12. Ability to communicate effectively in oral expression.
13. Ability to exercise sound judgement.

14. Ability to exercise discretion in handling confidential
information. ‘

15. Ability to deal tactfully with others.

16. Ability to establish and maintain harmonious working relationships
with others.

17. Ability to work independently.
18. Ability to work in a team setting.

Based on agsignment, the following additional qﬁalifications may be
required at hire:

1. Ability to operate a motor vehicle.

Additional qualifications required at hire for Accountant II and higher
Bgsitions:

1. Ability to sgive written and oral instructions in a precise;
understandable manner.

2. Ability to supervise, including planning and assigning work
according to the nature of the job to be accomplished, the capabili-
ties of subordinates and available resources; controlling work

through periodic reviews and/or evaluations; determining subor-
dinates' training needs and providing OT arranging for such
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training; motivating subordinates to work effectively; determining
the need for disciplinary action and either recommending or ini-
tiating disciplinary action.

Additional qualifications required at hire for Accountant III and higher
positions:

1. Knowledge of the principles, practices and techniques of super-
vision.

Additional qualifications required at hire for Accountant IV and higher
positions:

1. Ability to coordinate the efforts of others in accomplishing
assigned work objectives.

Based on assignment, the following additional qualifications may be
required at hire for Accountant IV and higher positions:

1. Knowledge of the methods and techniques of financial analysis.
2. Knowledge of the principles and practices of financial management .

Additional qualifications required at hire for Accountant V positions:

1. Ability to organize work by establishing operating and/or reporting
relationships and by assigning work accordingly.

QUALIFICATIONS ACQUIRED ON JOB AT ALL LEVELS IN SERIES:

1. Knowledge of the laws, rules, regulations, policies, procedures,
specifications, standards and guidelines governing assigned unit
activities.

2. Knowledge of the types and uses of agency forms.

Bésed on assignment, the following additional qualifications may be
acquired on the job:

1 Knowledge of state budgetary procedures including terminology.

2. Knowledge of state accounting procedures including terminology-

Pie Knowledge of the laws, rules and regulations governing Federal Grant
Administration.

4. Knowledge of the principles and practices of cost accounting.

5. Knowledge of availability and application of electronic data pro-

cessing to accounting.

Additional qualifications acquired on job in Accountant II positions:

1. Knowledge of the principles, practices and techniques of super-
vision.

1



Accountant Series -8~

XII.

Based on assignment, the following additional qualifications may be

acquired on the job in Accountant III and higher positions:

1. Knowledge of the principles and techniques of tax accounting.
2. Knowledge of the laws, rules and regulations governing taxation.
3. Knowledge of the principles and practices of governmental

accounting.

4. Knowledge of the terminology and standard abbreviations used in tax
accounting.
5. Knowledge of the terminology and standard abbreviations used in

governmental accounting.

Based on assignment, the following additional qualifications may be

acquired on the job in Accountant V positions:

1. Knowledge of the legal procedures involved with conducting public
and executive hearings.

2. Knowledge of state law governing administrative hearings.

MINIMUM ENTRANCE REQUIREMENTS:

Accountant I:

Applicants must have at least (A) one year of full-time, or eqvuivalent
part-time, professional experience in accounting or auditing, or (B) two
years of full-time, or equivalent part-time, paraprofessional experience
in accounting or auditing, or (C) any equivalent combination of the
required (A) experience and the substitutions below.

Substitutions:

1. An Associate's or higher degree with a major in accounting, business
administration or business management may be substituted for the
required (A) experience.*

II. Successfully completed education in accounting or business admi-
nistration in a recognized business school or school of accounting
may be substituted for the required (A) experience on the basis of
one year of such education above the high school level for six (6)
months of the required (A) experience.*

*Education toward such a degree will be prorated on the basis of the
proportion of the requirements actually completed.

NOTE: No substitution will be permitted for the required (B)
experience.
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Accountant II:

Applicants must have at least (A) two years of full-time, or equivalent
part-time, professional experience in accounting or auditing, or (B) any
equivalent combination of the required experience and the substitutions
below.

Substitutions:

I. An Associate's degree with a major in accounting, business admi-
nistration or business management may be substituted for a maximum
of one year of the required experience.¥®

IT. A Bachelor's or higher degree with a major in accounting, business
administration or business management may be substituted for the
required experience.*

*Education toward such a degree will be prorated on the basis of the
proportion of the requirements actually completed.

 reecupuniauny ILI:

Applicants must have at least (A) three years of full-time, or equivalent
part-time; professional experience in accounting or auditing, of which at
least (B) one year must have been in a supervisory; administrative or
managerial capacity, or (¢) any equivalent combination of the required
experience and the substitutions below.

Substitutions:

I. An Associate's degree with a major in accounting, business admi-
nistration or business management may be substituted for a maximum
of one year of the required (A) experience.*

II. A Bachelor's degree with a major in accounting, business administra-
tion or business management may be substituted for a maximum of two
years of the required (A) experience.*

III. A Graduate degree with a major in accounting, business administra-
tion or business management may be substituted for the required
experience.¥®

*Bducation toward such a degree will be prorated on the basis of the
proportion of the requirements actually completed.

Accountant IV:

Applicants must have at least (A) four years of full-time, or equivalent
part-time; professional experience in accounting or auditing, of which at
least (B) two years must have been in a supervisory; administrative or
managerial capacity, or (C) any equivalent combination of the required
experience and the substitutions below.
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Substitutions:

———>utions

Is An Associate's degree with a4 major in accounting, businegg admi-
nistration op business management may be Substituteq for a maximyn

IT. A Bachelor's degree with g major in accounting, businesg adminigtprg-
tion orp businegs Danagement may be Substituteg for a naximum of tyo

III.. ;A Graduate degree with g major in 8ccounting, businesg adminigtpg-
tion or businesg management may be Ssubstituteg for a Raximum of two
years of the Tequired (4) €Xperience ang One year of the requireqd

Substitutions:
——=2ltions:

I. An Associate'g degree with 8 major in accounting, business admi-
: nistration op business management may be Substituteq for a maximum

IT. A Bachelor's degree With a major in accounting, businesgg adminigtrs.-

ITI. 3 Graduate degree with g major in accounting; businegg administra-

[II. SPECIAL REQUIREMENTS:
T -RBMENTS s

Based on assignment; Possession of 4 current ang valiqd Massachusetts Class
3 Motor Vehicle Operator's License may be requireq.

Occupationa] Group 13 ‘ 1

.LRevised'S/BT'



