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TOWN OF PORTOLA VALLEY 
Job Description 

Classification Title: Senior Accountant 
FLSA Status: Exempt 
Department: Finance  
Reports To: Finance Director  
Adopted by Town Council: June 14, 2023

Job descriptions are intended to present a descriptive list of the range of duties performed by 
employees in the class. Specifications are not intended to reflect all duties performed within the job. 

SUMMARY DESCRIPTION 

Under direction, manages, oversees, reviews, and performs complex professional accounting 
activities of the Town; plans, assigns and reviews the work and performance  of other accounting 
staff; performs internal and external audits, special studies and analyses, assists in the 
development and maintenance of the Town’s annual budget; assists in the preparation and 
submission of financial reports requiring comprehensive knowledge of the Town’s financial 
functions, municipal accounting, and automated municipal accounting systems; acts as a resource 
for staff on accounting practices and procedures and the Town’s computer-based financial system; 
provides assistance and reports to Finance Director, and provides guidance and support to the 
Department Head Team in a variety of fiscal management assignments; and performs related 
duties as assigned. 

DISTINGUISHING CHARACTERISTICS 

This is the advanced journey-level class in professional accounting.  Incumbents work under 
general/minimal direction and exercise a high level of discretion and independent judgment 
in performing the full range of routine to complex accounting and financial record-keeping 
functions. Successful performance of the work requires extensive knowledge of governmental 
accounting practices and procedures, fund accounting, and fiscal management. 

SUPERVISION RECEIVED/EXERCISED 

The Senior Accountant reports to the Finance Director. Responsibilities may include direct and 
indirect supervision of technical and clerical staff as assigned, such as, but not limited to, the 
Finance Technician or Financial Analyst.   

REPRESENTATIVE DUTIES  

The Senior Accountant is responsible for, but not limited to the following duties: • Provide complex professional and technical administration of the Town’s financial, auditing,
and accounting programs, including financial report development, budget monitoring,
forecasting, and collection of revenues.

• Participates in the posting, balancing and reconciliation of the General Ledger and subsidiary
accounts and Town bank accounts.

• Controls budget for various Town departments and projects determining if funds are available
and expenditures are properly classified; researches and analyzes transactions to resolve
budget problems; provides analysis of available funds.



Town of Portola Valley 
Senior Accountant Job Description 

Adopted by Town Council:  
 

Page 2 of 4 
 

• Independently performs the accounting functions in accordance with Generally Accepted 
Accounting Principles (GAAP) and the Government Accounting Standards Board (GASB).  

• Prepares and reviews the Annual Comprehensive Financial Report and the Single Audit, 
including the financial and statistical reports, and works with the Town’s independent external 
auditors. 

• Project management of the Town’s OpenGov Enterprise Resource Planning (ERP) software, 
Budget Stories and other OpenGov related modules and financial software. 

• Prepares work papers, financial statements, and various reports for internal accounting and 
for Federal, State, and other outside agencies. 

• Prepares fund balance projections and review with operating departments. 
• Makes journal entries and keeps balance sheets on all transactions to ensure maintenance 

of accurate accounting records. 
• Prepares bank reconciliation and assists with year-close of City books. Provides support 

documentation, schedules, and reports, and provides other assistance during annual audits. 
• Audits and processes payments for various contracts and miscellaneous expenses. 
• Monitors and reports on the status of State and Federal grants; reviews and audits grant 

contracts, amendments, and other documents to ensure grant compliance. 
• Performs fixed assets accounting, monitors, and maintains accurate and up-to-date records 

on City's fixed assets.  
• Prepares investment activity summary and quarterly treasurer’s reports. 
• Assists departmental personnel with proper expenditure coding, document preparation and 

other accounting related activities.  
• Participates in fiscal and accounting work in connection with budget preparation, purchasing 

activities, payroll analysis as assigned. 
• Supervises the City’s payroll function. 
• Keeps current on new regulations, develops effective procedures for financial operations and 

record keeping, and recommends or implements changes in accounting systems. 
• May delegate, plan, direct and assign accounting work to subordinate staff. May be required 

to train, coach, monitor and evaluate staff performance.   
• Maintains effective working relationships with all levels of staff and with the public. 

 
 
QUALIFICATIONS 
The following generally describes the knowledge, skills and ability required to enter the job and/or be 
learned within a short period of time in order to successfully perform the assigned duties. 
 
Knowledge of: 

 
• Generally Accepted Accounting Principles (GAAP) and Basic Principles of Accounting as 

applied to Governmental Accounting Standards (GASB).  
• Principles, practices, methods, procedures, and techniques used in governmental accounting, 

financial administration, and budgeting.  
• Applicable Federal, State, and local laws, regulatory codes, ordinances, and procedures 

relevant to municipal financial operations 
• Budget preparation and administration.  
• Grant and fund accounting.   
• Account analyses.   
• Financial statement preparation.  
• Auditing.   
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• Basic billing, and collection procedures 
• Applicable federal, state, and local laws, codes, and regulations.  
• Modern office practices, methods, and equipment, including a computer and applicable 

software. 
• Methods and techniques for record keeping and report preparation and writing.  
• Principles of supervision, training, and performance evaluation. 

 
Skill to: 
 

• Operate standard office equipment, including a computer and a variety of spreadsheet, word 
processing and software applications, including financial and accounting programs.  

• Examine and verify financial documents, reports, and transactions. 
• Prepare a variety of financial statements, reports, and analyses. 
• Analyze, post, balance, and reconcile financial data, ledgers, and accounts.  

 
Ability to: 
 

• Perform complex accounting transactions and analysis.  
• Analyze financial data and draw sound conclusions.  
• Evaluate and develop improvements in operations, procedures, policies, or methods.  
• Analyze, interpret, summarize, and present administrative and technical information and data 

in an effective manner.  
• Interpret, apply, and ensure compliance with Federal, State, and local policies, procedures, 

laws, and regulations.  
• Conduct research projects, evaluate alternatives, make sound recommendations, and 

prepare effective technical staff reports.  
• 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.  
• Communicate clearly and concisely, both orally and in writing  
• Establish, maintain, and foster positive and effective working relationships with those 

contacted in the course of work. 
 
Education and Experience: 
 
Sufficient education and experience to satisfactorily perform the duties of this classification are 
required. Any combination of experience and training that would likely provide the required knowledge 
and abilities would be qualifying. A typical way to obtain the knowledge and abilities would be: 
 

• A Bachelor’s degree from an accredited college or university with major course work in 
finance, financial management, accounting or a related field. A Master's degree is highly 
desirable. 

• A minimum of four (4) years of governmental accounting, finance or auditing experience which 
includes analysis or problem solving.; or an equivalent combination of education and 
experience sufficient to successfully perform the essential duties of the job as listed above. 

• Possession of, or ability to obtain, a valid California Driver’s License; ICS 100, 200, and 700 
certifications.  

• CPA certification is highly desirable. 
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PHYSICAL DEMANDS AND WORKING ENVIRONMENT  
The conditions herein 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 job functions. 

 
Environment: Standard office setting. CONTINUOUS work indoors in close proximity to co-workers 
and members of the public; Work schedule is either a standard 40-hour work week during core 
business hours (8:00 am to 5:00 pm) or a 9/80 schedule. For the 9/80 schedule employees are 
required to work nine hours (for example from 7:30 a.m. to 5:30 p.m.) for eight work days, eight 
hours on a ninth work day, with the tenth day off (alternate Fridays off). Work schedule also 
includes frequent after-hours meetings and occasional weekend meetings/events. Work 
environment is both formal and informal, team oriented, having variable tasks, pace, and pressure. 
Work is performed indoors in office and in meeting rooms.  
 
Physical: Primary functions require sufficient physical ability to work in an office setting and operate 
office equipment. Continuous sitting and upward and downward flexion of neck; fine finger dexterity; 
light to moderate finger pressure to manipulate keyboard, equipment controls, and office equipment; 
pinch grasp to manipulate writing utensils. Frequent side-to-side turning of neck, walking, standing, 
bending, stooping, pushing/pulling, and twisting at waist; moderate wrist torque to twist equipment 
knobs and dials; lifting objects weighing up to 20 lbs. Occasional squatting, kneeling, and reaching 
above and at shoulder height; moderate grasp to manipulate reference books and manuals. 
 
Vision: See in the normal visual range with or without correction; vision sufficient to read computer 
screens and printed documents and to operate equipment. 
 
Hearing: Hear in the normal audio range with or without correction. 
 
EMERGENCY DISASTER SERVICE 
All Town employees are designated Disaster Service Workers through state and local law (California 
Government Code Section 3100-3109). Employment with the Town requires the affirmation of a 
loyalty oath to this effect. Employees are required to complete all Disaster Service Worker-related 
training as assigned, and to return to work as ordered in the event of an emergency. 
 


