City of Shady Cove, Oregon

Job Description

Position Title: Accounting Technician/Administrative Assistant
Department: Administration

Reports To: City Administrator

FLSA Status: Non-Exempt

Bargaining Unit: Represented — Teamsters Local #223
Classification: Accounting and Administrative Support

Pay Grade: Per Collective Bargaining Agreement (CBA)
Effective Date: July 1, 2026

Position Summary

Under direct supervision of the City Administrator, the Accounting Technician performs
technical accounting and financial recordkeeping functions in support of the City’s fiscal
operations. This position is responsible for processing financial transactions, maintaining
accurate accounting records across multiple municipal funds, assisting with compliance under
Oregon Budget Law (ORS 294), supporting audits and financial reporting requirements along
with a wide variety of confidential, technical and administrative support duties for the City
Administrator, City Council and City departments in municipal government.

In a city environment, this position requires strong attention to detail, adaptability, and the ability
to work independently while maintaining accountability for public funds, flexibility, cross-
training and strong service skills.

Essential Functions

The following duties are representative of the position and not all-inclusive. Duties are assigned
consistent with the Collective Bargaining Agreement.

Accounts Payable & Receivable

e Process accounts payable, including invoice review, coding, and check preparation.

o Ensure expenditures are properly authorized and coded to appropriate funds and
accounts.

o Process accounts receivable and maintain accurate customer/vendor records.

« Reconcile vendor statements and resolve discrepancies.



General Ledger & Fund Accounting

Maintain and update general ledger entries.

Assist with multi-fund accounting (General Fund, Public Safety Fund, etc.) reporting.
Prepare journal entries and reconcile accounts monthly.

Support interfund transfers and tracking.

Utility Billing & Municipal Billing

o Assist with utility billing cycles.
¢ Process payments, adjustments, and account reconciliations.
¢ Respond to customer billing inquiries.

Payroll Support

o Assist with payroll processing and benefit deductions.
* Maintain payroll records and reports.
o Ensure compliance with applicable union contract provisions regarding compensation.

Budget & Audit Support

e Assist with preparation of annual budget documents in compliance with Oregon Local
Budget Law.

e Monitor budget-to-actual reports and flag variances.

o Prepare schedules and documentation for annual independent audit.

e Maintain documentation in accordance with Oregon Secretary of State retention
schedules.

Compliance & Internal Controls

¢ Maintain internal control procedures to safeguard public funds.
o Ensure compliance with state and federal grant requirements.
o Support public records requests related to financial documents.

Administrative & Executive Support

o Provide administrative support to the City Administrator and department leadership.

e Prepare correspondence, reports, council communications, proclamations, and other
official documents.

o Maintain calendars, coordinate meetings, and arrange logistics.




Knowledge, Skills & Abilities

Knowledge of:

Governmental accounting principles (GAAP for local governments preferred)
Oregon Local Budget Law basics

Fund accounting practices

Accounts payable/receivable processes

Internal controls and financial recordkeeping standards

Payroll procedures

Oregon municipal government structure and operations

Office administration and clerical procedures

Skill in:

Accurate data entry and reconciliation

Preparing financial reports

Using accounting software and spreadsheets in addition to standard office software
Identifying discrepancies and resolving issues

Preparing accurate written correspondence and reports

Managing multiple priorities in a small-office environment

Ability to:

Maintain strict confidentiality and exercise sound judgment

Interpret and apply municipal accounting policies and procedures
Communicate clearly with staff, vendors, elected officials and the public
Manage multiple deadlines in a small-office environment

Work independently with limited supervision

Minimum Qualifications

Associate degree in accounting, finance, or related field.

Two (2) years of progressively responsible accounting or bookkeeping experience
required, preferably Oregon municipal or governmental accounting.
Administrative experience, preferably in local government.

Equivalent combinations of education and experience to be successful in the role may be
considered.




Working Conditions

Primarily office-based environment.

Frequent computer use.

Occasional lifting up to 25 pounds (files, records boxes).

May require evening council attendance, especially during budget season.
Public interaction.

Special Requirements

o Ability to pass background check consistent with CBA and City policy.
e Valid Oregon driver’s license may be required.
e Ability to obtain Notary Public certification within six (6) months if required by the City.

Union Classification & Bargaining Provisions

This position is represented and subject to the applicable Collective Bargaining Agreement,
including but not limited to:

Wage scale and step progression
Overtime eligibility

Seniority and layoff provisions
Probationary period

Grievance and disciplinary procedures
Holiday, vacation, and sick leave accrual
Union security provisions
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Management retains the right to assign duties consistent with the classification and CBA.

Equal Employment Opportunity

The City of Shady Cove is an Equal Opportunity Employer and complies with all applicable
federal and Oregon employment laws.



