THE CITY OF DUVALL
WASHINGTON

Accountant
$31.21/hour—$39.49/hour
30 hours per week
Potential for full time pending budget
review.
Submit a cover letter, resume, and a
signed City of Duvall Application to
job.apply@duvallwa.gov
Open Until Filled

C ITY OF D UVALL, W A * A CCOUNTANT *
Why Apply?
Located 25 miles
northeast of Seattle
along SR-203, the
City of Duvall is
surrounded
by
stunning vistas of the
Snoqualmie Valley
and the Cascade
Mountains. The area
offers
outdoor
adventures including hiking, mountain and road biking,
fishing, kayaking, skiing and golf. The outdoors infuses
the area with energy and tranquility.
This is an excellent opportunity for an experienced
finance professional looking to make a difference in an
active and growing community. This position offers the
right candidate a chance to work with dedicated staff
to achieve the City's goals and provide outstanding
services to its citizens. If you are looking for a
challenging
and
rewarding
career opportunity and love the
great outdoors, this is the right
position for you!
The Community
Situated in western Washington
between Seattle and the
foothills
of
the
Cascade
Mountains, the City of Duvall
serves roughly 7,900 residents.
The region offers incredible
sightseeing and endless outdoor
recreation opportunities including beautiful city, state
and county parks, cycling, fishing, birdwatching, skiing,
snow sports, and kayaking and other activities on the
famous Snoqualmie River only minutes away.
Stevens Pass, just 60 minutes east, provides a 1,125acre winter sports area with 37 runs, terrain park &
night skiing, plus summer time bike park.

Duvall is a family-friendly community with an

abundance of trails, parks, and open space. Duvall’s
vibrant Old Town overlooks the Snoqualmie River and
offers something for everyone. New businesses and
the entrepreneurial spirit are encouraged, providing
residents unique local services and products.
Residents gather year-round to enjoy the arts, music,
and community events, celebrating Duvall’s distinctive
culture, all while embracing the natural beauty of the
Snoqualmie Valley. Duvall is an evolving city that
honors its rural and agricultural heritage, while
remaining on the cutting edge of technology,
innovation, and sustainability.
The City
The City was named after James Duvall, a logger who
homesteaded here in 1871. Located halfway between
Monroe and Carnation in the Snoqualmie Valley,
Duvall is in the northeast corner of King County. The
City is fast becoming a favorite residential community
for both commuters and for those who choose to
conduct business in a small town setting.
Duvall has a Mayor / Council form of
government, of which each is elected directly
by the citizens of Duvall for staggered fouryear terms, all representing the community at
large. The Mayor provides leadership to City
departments in directing the many functions
of city government and implements the
policies and ordinances of the City Council.
The City currently provides a full range of
services including: Police, utilities, Public
Works, Planning, Building, Finance and
Administration The City currently employs
forty-five (45) employees.

City of Duvall
Position Description
Class Title:
Department:
Classification:
Date:

Accountant
Finance
Non-Union, Part-Time
12/2005

GENERAL PURPOSE
This position performs complex accounting tasks. Incumbent maintains general ledger
accounting system in accordance with accounting principles and legal requirements, confirms
balances, posts financial records, and prepares financial reports. Monitors and coordinates all
accounting functions to ensure that transactions are appropriately recorded. Develops and
implements accounting/financial policies and procedures. Incumbent is required to organize and
initiate work tasks, often against rigid deadlines. Work is generally performed within strict
accounting principles and guidelines; however, incumbent interprets and evaluates expenditures
and income classifications. This position works with specialized funds such as grant funds,
enterprise funds or trust funds. The work requires knowledge of specialized accounting
procedures and guidelines, and analytical skills sufficient to perform difficult fiscal record
keeping. Prepares or assists with preparation of the City’ s annual financial report. The position
works with staff, and on occasion works with the public, city council, answers questions and
deals with sensitive financial issues, and is expected to make independent judgments and
decisions in coordination with the finance director.

SUPERVISION RECEIVED
Works under the general supervision of the Finance Director.

SUPERVISION EXERCISED
None generally. May supervise other part-time or temporary staff as assigned.

ESSENTIAL FUNCTIONS AND RESPONSIBILITIES
.
.
.

.
.
.
.
.

Assists the Finance Director with preparation of the budget and financial reports.
Posts transactions and adjustments to the financial system.
Monitors accounting processes and transactions to ensure that they are compliance with
accounting principles, applicable laws/regulations/policies, and requirements of the state
auditor’ s office.
Reconciles bank and investments accounts.
Reconciles general ledger accounts, ensures account balances are correct.
Develops, monitors and implements accounting internal controls, processes and
procedures.
Monitors and reconciles subsystems to general ledger, such as accounts receivables and
utilities.
Compiles and analyzes financial information to ensure accuracy.
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Designs, prepares and submits financial reports as required.
Monitors grant activity, ensures grant transactions are recorded and reported in
compliance with applicable requirements.
Maintains the general ledger chart of accounts, ensures compliance with BARS
requirements.
Monitors cash balances and participates in banking and investing functions.
Monitors expenditures for compliance with budget.
Provides direction and support to clerical accounting staff.
Provides support and customer service to City departments on accounting and financial
issues, ensures that they have the necessary reports and financial information for
decision-making and reporting.
Provides information to the auditors during the annual audit.
Provides backup for subsidiary accounting functions such as payroll and accounts
payable.
Performs other duties as assigned.

MINIMUM QUALIFICATIONS
Education and Experience:
(A) Bachelor’ s degree in accounting, business administration or related field emphasizing
accounting/finance course work, and
(B) 3 5 years progressively responsible accounting work, preferably in the public sector; or
(C) Any equivalent combination of education and experience that would provide the required
knowledge, skills and abilities.
-

Knowledge, Skills and Abilities:
.
.
.
.
.
.
.
.
.
.

Knowledge of governmental accounting principles and practices.
Knowledge of applicable laws, regulations and requirements relating to government
transactions.
Knowledge of the BARS system and the requirements of the State Auditor’ s Office.
Knowledge of accounting internal controls.
Knowledge of grant requirements, accounting and reporting.
Ability to analyze and interpret technical, complex information, including accounting
standards, contracts, laws and regulations.
Ability to work cooperatively as a team, with a customer service focus.
Ability to coordinate closely with the finance director to ensure cohesion and
consistency.
Proficiency with Microsoft Word products. Ability to formulate and design forms,
graphs, and spreadsheets.
Ability to work under pressure and/or continual interruptions, and to deal with a variety
of deadlines of both an immediate and flexible nature.
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Ability to operate standard office equipment such as a calculator, personal computer, and
to apply general accounting principles to the keeping of account records and the
preparation of financial reports.
Ability to maintain effective working relationships with officials, staff, and the general
public.
Ability to understand complex written and oral instruction.
Ability to communicate effectively with the public and other employees, using tact,
discretion, and courtesy.
Ability to meet schedules and time lines.
Ability to effectively plan and organize work.

Special Requirements:
Must be bondable.
TOOLS AND EQUIPMENT USED
Personal computer including word processing, spreadsheet software, Springbrook financial
software; 10-key calculator; phone; copy machine; fax machine.

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.
While performing the duties of this job, the employee is frequently required to sit and talk or
hear. The employee is occasionally required to walk; use hands to operate, finger, handle, or feel
objects, tools, or controls; and reach with hands and arms.
The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities
required by this job include close vision and the ability to adjust focus.

WORK ENVIRONMENT
Work is performed primarily in an office setting requiring sitting for extended periods of time,
and requires hand/eye coordination to operate a computer and other office equipment.
SELECTION GUIDELINES
Formal application, rating of education and experience; oral interview and reference check; job
related tests may be required.
The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the
position if the work is similar, related or a logical assignment to the position.
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The job description does not constitute an employment agreement between the employer and
employee and is subject to change by the employer as the needs of the employer and
requirements of the job change.

Approval:
I

I

Date

Mayor

Revision B : 12/28/2011
Revision C: 07/03/2019
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