
 

 
 

CAREER OPPORTUNITY 

 

Senior Accountant 
  

 

Salary Range:  $45,352 - $57,824      Reports To:  Director of Financial Services 
 

SUMMARY:  While reporting to Director of Financial Services, this position has the responsibility for maintainting 
CAT’s general ledger including preparing and posting journal entries, reconciling general ledger accounts and 
compiling financial reports. 
 

ESSSENTIAL DUTIES AND RESPONSIBLITIES include the following (Other duties may be assigned). 
 Responsible for Operating Fund and Grant Fund general ledgers.  

 Posts journal entries in MUNIS, the Authority’s general ledger accounting software package. 

 Ensures the timely and accurate posting, balancing, and reconciliation of the general ledger for each fund. 

 Researches and analyzes fluctuations between current financial results compared to prior year, prior month, 

and budgeted amounts. 

 Researches and reconciles all discrepancies. 

 Prepares monthly reconciliations for assigned general ledger accounts. 

 Tracks and maintains fixed asset ledger by coordinating with Accounts Payable and others. Prepare 

schedules for reporting of fixed assets. 

 Reviews the work completed by the bookkeepers, bank reconcilers, and accounts payable clerks to ensure 

accurate recording of financial transactions. 

 Works with independent auditors and regulatory reviewers to ensure compliance with financial reporting 

requirements. 

 Prepares work papers, financial statements, and various reports for internal accounting, external audit and 

regulatory review purposes. 
 

SUPERVISORY RESPONSIBILITIES:  Team lead responsibilities as it relates to accurate maintenance of general ledgers 
and compilation of accurate and timely interim and annual financial reports include account reconciliations. 
 

QUALIFICATIONS:  To perform this job successfully, and individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 Degree in Accounting from an accredited college. 

 Five years of accounting related experience, including some work in a lead capacity.  

 Experience with general ledger maintenance including journal entry posting and general ledger account 
reconciliations. 

 Knowledge of accounting and auditing principles and practices, including GAAP, GAGAP and statutory 
accounting. 

 Excellent verbal and written communication skills. 

 Proficient in spreadsheet applications. 

 Experience with spreadsheets and automated accounting systems. 

 Ability to multi-task, prioritize and work efficiently. 

 Ability to listen, communicate (written and verbal), and follow-up effectively with all staffing levels and 
clients/customers. 

 Excellent grammar, spelling and proof reading skills. 

 Ability to work independently, be a self-starter, and energetically approach tasks assigned. 

 Ability to demonstrate good common sense and sound judgment. 

 Flexibility to adapt to all situations and work varied hours; possibly work weekends or evenings. 

 Ability to perform at high levels in a fast paced ever-changing work environment. 

 Ability to anticipate work needs and follow through with minimum direction. 
 

EDUCATION and/or EXPERIENCE:  The preferred candidate will possess a bachelor’s degree in a related field and 
have five to seven years public sector staff accountant experience.  The preferred candidate should also possess a 
strong working knowledge of general ledger maintenance procedures while following state and federal government 
guidelines. 
 

COMPUTER SKILLS:  Experience with word processing, spreadsheets, Internet software, email and/or database 
software preferred.  Microsoft Office skills are required. 
 

CERTIFICATES, LICENSES, REGISTRATIONS:   CPA a plus. 
 
Posted for internal candidates through Friday, January 15, 2015  
 

External candidates e-mail resume to HR@catchacat.org and state the title of the position applying for in the 
subject line. 

  EOE M/F/D/V 
A drug-free workplace 

mailto:HR@catchacat.org

