State of Georgia Job Description

	Job Title: Accountant 3, Professional 
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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under general supervision and according to Generally Accepted Accounting Principles (GAAP), performs advanced professional accounting duties that require independent judgment and initiative. Duties include analyzing, recording, and interpreting financial transactions, preparing specialized and standard accounting reports and providing information to auditors and other third parties. Performs periodic operational analyses of accounting procedures and systems to recommend methods for the improvement of efficiency and operational effectiveness. May supervise accounting staff, have input into policies and procedures and/or develop and maintain budget and financial records for a section or unit. 




Job Responsibilities & Performance Standards:
1. 
Applies generally accepted accounting principles in recording financial activity in accounting systems and varied subsystems. (Performed by all incumbents) 
1.
Correctly applies various accounting theories according to Generally Accepted Accounting Principles (GAAP), Governmental Accounting Standards, applicable state and federal guidelines and agency fiscal policies and procedures.
2. Carefully reviews documentation, entries and reports for accuracy and completeness.
3. Accurately and completely records financial transactions according to generally accepted accounting principles (GAAP).
4. Reviews and analyzes general ledger accounts accurately for fiscal integrity as well as compliance with applicable principles, standards, guidelines, policies and procedures.
5. Corrects general ledger accounts based on timely recognition of problems and accurate identification of required adjustments.
6. Coordinates work with colleagues to provide accurate and meaningful financial information in a timely manner.
2.
Prepares specialized or non-standard financial and/or accounting reports as well as standard, statutory, regulatory and GAAP financial and/or accounting reports. (Performed by all incumbents)
1. Performs adequate research and analysis of collected data for the preparation of reports.
2. Collaborates with end-user, or designated representative, before preparing the requested report to ensure that the expected results are understood.
3. Confers with other professionals or separate authorities to obtains advice, information or resources required to create the format or input of the reports as needed.
4. Develops format and reports to meet specified needs while assuring conformity with appropriate measurement focus or basis of accounting.
5. Ensures accuracy of reports by verifying output and making corrections as appropriate.
6. Submits completed reports within established time frames.
3.
Analyzes and reconciles accounting data and transactions that require knowledge of complex rules and regulations and use of advanced research and/or problem-solving skills. (Performed by all incumbents) 
1.
Performs work in a timely manner utilizing appropriate theory and judgment and ensuring its conformity with specified principles, measurement focus, policies and regulations.
2. Analyses complex reconciliation documents and other information to arrive at logical and accurate conclusions.
3. Determines appropriate corrective action to take when faced with discrepancies.
4. Adequately analyzes the effects of transactions on reports.
4. 
Performs operational analyses of accounting systems, subsystems and procedures to ensure accuracy of data, to ensure compliance with Generally Accepted Accounting Principles and to identify improvements in the methods for recording, maintaining and reporting financial transactions. (Performed by all incumbents) 
1.
Applies appropriate accounting theory and principles in the evaluation process.

2. 
Identifies discrepancies between existing procedures and those that are generally accepted or that will result in greater efficiency or operational effectiveness.
3. 
Formulates specific recommendations based upon analysis of systems, subsystems and procedures.
4.
 Submits for consideration a timely report of findings that includes advantages to be realized should the recommendations be adopted.
5.
Responds to inquiries for solution of difficult accounting problems or for information or interpretation from third parties such as banks, auditors, vendors and governmental entities. Notifies appropriate personnel of pending audit actions. (Performed by all incumbents)
1.
Accurately and concisely explains accounting systems, subsystems, procedures and practices.
2.
Accurately determines data required for audits.
3. 
Follows departmental policies and procedures in providing information. Reviews unusual requests with supervisor prior to releasing information.
4.
Formulates a complete and accurate response in the requested format. Submits response in a timely manner.
5.
Notifies appropriate personnel of pending audit actions in a timely manner.
6.
Maintains availability and effectively communicates with third parties.
6.
 Develops goals and objectives for assigned responsibility area. (Performed by some incumbents) 
1.
Develops appropriate goals and objectives for the assigned area that are consistent with agency goals and objectives.
2. Plans and implements methodologies for attainment of goals and objectives.
7.
Assists in the development and/or revision of policies and procedures. Administers policies and procedures for assigned area(s). (Performed by some incumbents)
1.
Identifies need to develop or revise policies and procedures. Initiates appropriate actions to address needs in a timely manner.
2.
Appropriately researches policies and procedures for applicability and consistency and for compliance with rules, regulations, guidelines, standards or related policies and procedures.
3.
Carefully monitors newly developed and/or revised policies and procedures for effectiveness and viability.
8. 
Develops, monitors and maintains budget and/or financial records for a department or unit. (Performed by some incumbents)
1.
Ensures budgets are developed on time according to specified guidelines.
2.
Develops fiscal impact projections for future growth and needs of the department or unit.
3.
Maintains financial records according to established guidelines.
4.
Monitors expenditures to ensure conformity with budget category limits. Identifies potential cost variances requiring reallocation of resources or identification of additional resources.
9.
Creates and maintains a high performance environment characterized by positive leadership and a strong team orientation. (Performed by some incumbents) 
1.
Defines goals and/or required results at beginning of performance period and gains acceptance of ideas by creating a shared vision.
2.
Communicates regularly with staff on progress toward defined goals and/or required results; providing specific feedback and initiating corrective action when defined goals and/or results are not met.
3.
Confers regularly with staff to review employee relations climate, specific problem areas and actions necessary for improvement.
4.
Evaluates employees at scheduled intervals obtains and considers all relevant information in evaluations and supports staff by giving praise and constructive criticism.
5.
Recognizes contributions and celebrates accomplishments.
6.
Motivates staff to improve quantity and quality of work performed and provides training and development opportunities as appropriate.
10.
Guides and advises accounting subordinates in procedural processes in areas of responsibilities. Informs subordinates of procedural changes and assists in problem resolution. (Performed by some incumbents)
1.
Defines job tasks, sets priorities and regulates workloads for subordinates on section needs and incumbent capabilities.
2.
Monitors compliance with policies/procedures by spot-checking work at defined intervals.
3.
Promptly advises subordinates or variances and proposed corrective actions.
4. 
Provides appropriate training for subordinate staff when procedural changes are made or upon identification or areas with high numbers of variances.
5. 
Assists subordinate staff with resolution of problems by providing methodologies that are appropriate and which conform to Generally Accepted Accounting Principles.
11.
Maintains knowledge of current trends and developments in the field. Applies relevant new knowledge to performance of responsibilities. (Performed by all incumbents) 
1. Participates in professional continuing educational programs when available.
2. Attends regular meetings of available and applicable professional organizations.
3. Reads and evaluates professional literature on a continual basis.
4. Incorporates knowledge of pertinent new trends and developments into section procedures and makes recommendations for any related organizational changes.



Minimum Qualifications:
Completion of a bachelor's degree with a major in a business curriculum which included the successful completion of the introductory accounting sequence and the intermediate accounting sequence (note: the introductory accounting sequence is normally completed in ten (10) quarter or six (6) semester hours; the intermediate accounting sequence is normally completed in fifteen (15) quarter or six (6) semester hours.) and three years of professional experience as a staff accountant. Note: graduate coursework in accounting may substitute for experience on a year-for-year basis for a maximum of one year of the required experience. 

Preferred Qualifications:
No preferred qualifications information is available. 

	
NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 

The information presented, while not an exact or exhaustive listing, describes the work, performance standards, and qualifications typically required of positions or employees in this job. A specific position description or employee performance plan may differ as long as it is consistent with the core Responsibilities, Standards and Qualifications of that job. 




For questions or comments, please contact us or read our disclaimer. 

© 1998-1999 The State of Georgia & The Georgia Merit System
ALL RIGHTS RESERVED. 
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