ERIE COUNTY DEPARTMENT OF MENTAL HEALTH
JOB POSTING

OPEN

DEPARTMENT:		Mental Health

LOCATION:			95 Franklin Street

TITLE OF POSITION:	Accountant

JOB GRADE:			09

THIS NOTICE WILL BE POSTED FOR THE PERIOD 4/18/2016

THROUGH AND INCLUDING 04/29/2016



JOB DUTIES:
· Maintenance of general books according to established account classifications, including general ledgers and journals;
· Studies business and accounting procedures and recommends changes;
· Balances accounts and ledgers;
· Compiles data, prepares and submits periodic reports of the conditions of various accounts;
· Reviews grant award and audits the claim of grants; determines depreciation rates on equipment;
· Prepares financial and statistical reports;
Sets up and supervises the maintenance of property accounting systems;
· Assists in preparation of budgets;
· May supervise clerical staff in business office performing duties relating to processing supply requests, ordering equipment and supplies, budget and financial record keeping, payments and requisitions.

MINIMUM QUALIFICATIONS:

Graduation from a regionally accredited or NYS registered four (4) year college or university with a Bachelor's Degree in Business Administration or related field, including or supplemented by twenty-four (24) semester credit hours in accounting 
and one (1) year of accounting* and/or auditing ** experience.

[bookmark: _GoBack]* Accounting - Recording, classifying, verifying, reporting and analysis
         of financial data
** Auditing -   Confirmation and documenting the veracity of data.


If interested, please e-mail your resume to David Spadone at David.Spadone@erie.gov. 

cc:	Personnel
	CSEA


