
Position Summary

Employee Info

Employee Name:

County Department:

Department:

Job Code & Title:

9311 :: PARKS

931104 :: REG PARKS & OPEN-SPACE DIST

85072 :: ACCOUNTING TECHNICIAN II-PARKS

240936Employee ID:

Position Summary
Under direction, performs paraprofessional accounting work in the maintenance of an accounting system
requiring the use and implementation of technical accounting principles and procedures; and performs related
duties as required.
The Accounting Technician series differs from the Accounting Assistant Series by the former having full
responsibility for a specialized accounting support operation which requires a thorough understanding of an
established accounting system, substantial subject matter knowledge, and the ability to apply basic
accounting principles to a variety of transactions.
The Accounting Assistant series provides support services in the maintenance and processing of financial
and statistical records. 

Experience
Experience: One year of experience as an Accounting Technician I or Supervising Accounting Assistant with
the County of Riverside or an equivalent position.
OR
Four years of experience in the maintenance and review of fiscal, financial or statistical records including one
year in the reconciliation of accounts (experience in reconciling governmental budget accounts is preferred).
One year of the required non-specialized experience may be substituted as listed under Education. 

Education
Education Substitute: One year of the required non-specialized experience may be substituted with the
completion of 12 semester or 18 quarter units in accounting from an accredited college or university. 
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Skills
Knowledge of: governmental accounting systems, procedures and regulations; the interrelationships of
internal and external recordkeeping systems, accounting systems and procedures containing such items as
expenditures, revenues, general ledger and related accounting procedures; legal requirements of County
contracts, agreements, minute orders and resolutions.
Ability to: understand the relationships among fiscal or statistical records and documents; understand
transactions in terms of accounting codes and classification; perform a wide variety of difficult and
responsible financial/accounting duties; maintain and monitor control totals of primary accounting record
sources and summarize and assimilate into reports and other accounting documents; understand and
interpret the principles, laws and procedures involved in the bookkeeping and auditing functions; gather and
analyze a variety of financial data and draw logical conclusions.
In addition to the above:
Knowledge of: accounting and business law terminology; the significance of the accounting cycle, and the
interrelationship of data contained in various accounts; the principles and procedures used in the preparation
of financial statements and bank reconciliation's; mathematical techniques and concepts involved in
collection, organizing, interpreting, summarizing, analyzing and graphically presenting numerical data.
Ability to: Communicate effectively with the public and staff in other departments, requiring the explaining of
difficult and/or complex accounting systems or procedures; interpret complex and/or varied source
documents, laws, regulations and procedures and apply them to varied or difficult circumstances.
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Bend:

On the job, employee must:

Physical Requirements & Working Conditions

Squat:

Crawl:

Climb:

Kneel:

Reach above shoulder level:

Handle object (Manual Dexterity):

Do pushing/pulling:

Use fine finger movement:

Sit:

Stand:

Walk:

On the job, employee lifts/carries:
Light (Up to 25 pounds):

Medium (25 to 50 pounds):

Heavy (Over 50 pounds):

On the job, employee:
Is exposed to excessive noise:

Is around moving machinery:

Is exposed to marked changes in tempurature and/or humidity:

Drives automotive equipment:

Is exposed to:

Is exposed to other harmful elements:

Works in confined quarters:

Exposure to Bloodborne and Airborne Pathogens:
Bloodborne:

Airborne:
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Competencies

Job Duties and Essential Functions

Rating Description

M
FUNCTIONAL TECHNICAL SKILLS - Skilled in most if not all mission-critical areas of the job, e.g. problem 
solving skills - Has a broad and varied background based on multiple functional exposures to other 
departments/divisions - Always looking to learn more to expand skill set and improve proficiency 

Comments:
 has the functional and technical knowledge and skills to do her job at a high level of 

accomplishment. She maintains a good standard of work aligned with a high level of productivity.  
has been involved in the troubleshooting of the new POS system for the Parks. She is responsible for the 
processing of payroll and the daily reconciliation of revenues generated from the point-of-sale (POS) 
system (TCR’s). Her calm demeanor and her attention to detail is appreciated by everyone especially her 
supervisor.

Licensure

Certifications

Description Reference # Expiration Date

CPR-AED-1st Aide GVKEYU on 1/9/18 01/09/2020

Training

Description Reference # Expiration Date

COVID-19 Awareness Training Completed 
1/7/2021

Employee Harassment Prevention 4/10/20 04/10/2022

Incident Report Training 06/29/2017

Miscellaneous N95 Respirator 
Training

Policy A58 Information Security 9/7/2022 09/07/2023

Title VI of the Civil Rights Act 8/12/20 08/12/2022

Workplace Harassment, Discrimination, & Bullying 
Prevention Training Supplement

1/7/2021 01/07/2023
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Meets Expectations

Overall Rating and Comments

M

 is responsible for the processing of District payroll and the daily reconciliation of revenues 
generated from the point-of-sale (POS) system. She consistently produces accurate work and always meets 
her deadlines. In addition, she maintains a good standard of work aligned with a high level of productivity 
when processing payroll. She has a strong grasp and understanding of payroll rules and regulations 
including her job responsibilities. When an issue arises, she skilled at analyzing any situation and working 
out a solution.

 is a valuable asset to the district. She is a consistent performer, a great task scheduler, and has a 
no-quitter approach to solving problems. She willing to look for more effective methods to speed up 
processes. Thank you for all that you do and keep up the excellent performance! It is a pleasure to work 
with!

Manager/Supervisor Comments
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