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FISCAL ASSISTANT 
 
DEFINITION 
 
Under general supervision, performs accounting support and administrative work in the areas of accounts 
payable, payroll, and various accounting and finance files; performs related work as required. 
 
SUPERVISION RECEIVED AND EXERCISED 
 
Receives general supervision from the Administrative Services Manager.  Exercises no supervision of 
staff. 
 
CLASS CHARACTERISTICS 
 
This is the journey level class in the Fiscal Assistant series in which incumbents are expected to perform 
routine accounting technical support work, including processing accounts payable, accounts receivable, 
and payroll.  Positions at this level usually perform most of the duties required of the positions at the Senior 
level, but are not expected to function at the same skill level and usually exercise less independent discretion 
and judgment in matters related to work procedures and methods.    In addition, this class is distinguished 
from the Senior Fiscal Assistant classification in that the latter may be assigned lead responsibilities and 
is responsible for more complex or difficult fiscal work. 
 
EXAMPLES OF ESSENTIAL JOB FUNCTIONS (Illustrative Only) 
Management reserves the rights to add, modify, change, or rescind the work assignments of different 
positions and to make reasonable accommodations so that qualified employees can perform the essential 
functions of the job. 
 
 Performs accounts payable duties; updates vendor files; processes and prepares warrants for accounts 

payable after ensuring that payment is due and correct amount is shown on invoice; ensures accounts 
payable checks are signed by Monterey County Auditor/Controller and deposits checks to appropriate 
account. 

 Assists in processing payroll; processes employee payroll changes, including changes in benefits, 
salary changes, and new employees; collects and verifies timesheets and inputs information into 
appropriate software. 

 Calculates and pays dental, life, vision, short-term disability, and long-term disability insurance bills. 
 Logs grant invoices; verifies grants with supporting documentation; tracks balances and pays 

approved invoices. 
 Sets up files and archives old files for reference; participates in annual shredding of unneeded 

documentation. 
 Serves as back-up to the Senior Fiscal Assistant and performs accounts receivable and other 

associated duties in his/her absence. 
 Establishes positive working relationships with District management and staff, and the public. 
 Performs other duties as assigned. 
QUALIFICATIONS 
 
Knowledge of: 
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 Principles and practices of financial record keeping, bookkeeping, and governmental and fund 

accounting.  
 Basic principles and practices of auditing.  
 Generally Accepted Accounting Principles.  
 Accounts receivable and payable. 
 Payroll processing methods.  
 Standard business arithmetic as applied to financial technical support.  
 Basic principles of mathematics. 
 Automated spreadsheet programs. 
 Applicable federal, state, and local laws, codes, and regulations. 
 Methods and techniques of scheduling work assignments.  
 Practices and methods of office management and administration, including the use of standard office 

equipment, such as a computer and applicable software. 
 Methods and techniques for record keeping and report preparation and writing. 
 Principles and practices of data collection and report preparation. 
 English usage, spelling, vocabulary, grammar, and punctuation. 
 Techniques for providing a high level of customer service by effectively dealing with the public, 

vendors, contractors, and District staff. 
 
Ability to: 
 
 Operate standard office equipment including a computer and variety of word processing and software 

applications.  
 Work confidently within automated financial systems. 
 Prepare, maintain, and reconcile various complex financial, accounting, billing, and statistical 

records. 
 Perform accounts receivable and payable functions; process payroll. 
 Make arithmetic and statistical calculations quickly and accurately. 
 Research and resolve problems related to the maintenance of financial records. 
 Use sound judgment in following and applying appropriate laws, regulations, policies, and procedures. 
 Learn the policies, procedures, and guidelines of the area to which assigned in a timely manner.  
 Understand, explain, and apply applicable laws, codes, ordinances, and regulations.  
 Read, interpret, and record data accurately.  
 Work independently and as part of a team. 
 Make sound decisions within established guidelines. 
 Analyze a complex issue, and develop and implement an appropriate response. 
 Follow written and oral directions. 
 Communicate clearly and concisely, both orally and in writing. 
 Compile and review information.  
 Prepare records and reports.  
 Use initiative and exercise independent judgment.  
 Enter and retrieve data from a computer with sufficient speed and accuracy to perform assigned work. 
 Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner; 

organize own work, set priorities, and meet critical time deadlines. 
 Use English effectively to communicate in person, over the telephone, and in writing. 

 
 Establish, maintain, and foster positive and effective working relationships with those contacted in the 

course of work.  
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Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, and 
abilities is qualifying.  A typical way to obtain the required qualifications would be: 
 
Equivalent to the completion of twelfth (12th) grade and two (2) years of experience in bookkeeping or 
financial support work. 
 
Licenses and Certifications: 
 
 None.  
 
PHYSICAL DEMANDS 
 
Must possess mobility to work in a standard office setting and use standard office equipment, including a 
computer; vision to read printed materials and a computer screen; and hearing and speech to communicate 
in person and over the telephone.  This is primarily a sedentary office classification although standing in 
and walking between work areas may be required.  Finger dexterity is needed to access, enter, and 
retrieve data using a computer keyboard or calculator and to operate standard office equipment.  Positions 
in this classification occasionally bend, stoop, kneel, reach, push, and pull drawers open and closed to 
retrieve and file information.  Employees must possess the ability to lift, carry, push, and pull materials 
and objects up to 25 pounds. 
 
ENVIRONMENTAL ELEMENTS 
 
Employees work in an office environment with moderate noise levels, controlled temperature conditions, 
and no direct exposure to hazardous physical substances.  Employees may interact with upset staff and/or 
public and private representatives in interpreting and enforcing departmental policies and procedures.   
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