
 
 
 

                     
                    

Accountant I/II Recruitment: 
 
CLOSE DATE:  Monday, August 31. However, candidates are encouraged to 

apply early.  

INTERVIEWS:   The most highly qualified applicants will be invited for an 
interview at the Sonora office in mid-September. 

LOCATION:     Mother Lode Job Training  
                                      197 Mono Way, Suite B 

Sonora, CA 95370 
 

HOW TO APPLY: A resume is required for consideration. Letters of reference will be requested for 
those interviewed. An admin skills test may be administered to be considered for an interview. No 
phone calls please.  

FOR MORE INFORMATION ON MLJT: Visit www.mljt.org/join-our-team 
 

MLJT is an Equal Opportunity Employer under Title VII of the Civil Rights Act of 1964 and the 
Equal Employment Opportunity Act of 1972 (Public Law 92-261). 

Auxiliary aids and services are available upon request to individuals with disabilities. CRS 711 

Hiring Range: Accountant I - $46,488 – 56,506 Yearly 
Accountant II - $51,251 – 62,296 Yearly 

FLSA Status: Non-Exempt (Accountant I), Exempt (Accountant II) 

Department: Fiscal 

Reports To: Fiscal Manager (FM) 

Benefits:  • Highly Competitive Health, Dental, and Vision  
• CalPers Retirement 
• Generous PTO and Holidays 
• Education Reimbursement 
• Life Insurance 

 
  

http://www.mljt.org/join-our-team


 
 
 

 
 
 

Under direction of the FM, this position performs accounting duties of moderate to difficult complexity as 
well as performs routine review and maintenance of accounting records, systems and procedures. With 
direction of the FM, but using a high level of autonomy, assists the Executive Team with managing fiscal 
requirements and deliverables of grants and contracts. He/she oversees the provision of specialized and 
services in accounting: general ledger, preparation of agency financial reports, cost allocations, budgeting, 
payroll, accounts payable and receivable, cash reconciliation, monitoring and financial reporting, 
governmental fund accounting, and compliance.  
 
This position requires knowledge of; financial and accounting principles, practices and methods, as well 
as tracking, analyzing and reporting financial status, and ensuring that policies and procedures are 
followed to facilitate effective and efficient financial reporting compliant with federal funding; and 
knowledge of various professional accounting standards such as generally accepted auditing standards 
and generally accepted accounting principles (GAAS, GAAP), and standards set by the governmental 
accounting standards board (GASB), general accounting office (GAO), and other regulatory agencies. 
 
He/she will utilize strong knowledge of fund accounting and working knowledge of funding statutes, 
regulations, policies and procedures as prescribed by federal, state, county and local governments and 
as they relate to the duties and responsibilities of the position. He/she must be able to interpret quantitative 
and qualitative analysis, retain, and apply Workforce Innovation and Opportunity Act (WIOA) regulations, 
and evaluate accounting problems and prepare financial reports and statements.  This position requires 
strong analytical abilities, oral and written communication skills, initiative, as well as time management. 
 
The Accountant I is the entry level of the Accountant flexible classification series. This position may 
function in a learning capacity, gradually assuming greater responsibility as knowledge and skills are 
acquired.  It is distinguished from the Accountant II by the position’s limited scope and less complex duties. 
The Accountant II performs more difficult and complex professional accounting work. There is an 
expectation that an Accountant II can work independently, require minimal supervision, and may direct 
the work of lower level professional. 
 
He/she does not have to be an expert in the Workforce Innovation and Opportunity Act (WIOA). However, 
they should have a good and continually evolving understanding of fund accounting and federal funding 
guidelines. An employee at this level is expected to be knowledgeable of financial and accounting 
principles, practices and methods, as well as regulations, policies and functions of WIOA (or be able to 
quickly learn this).   
 
                                                                 
 
 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions. The below list is intended to describe the general nature and level of work being performed by 
employees of this classification.  They are not to be construed as an exhaustive list of all job duties. 
 
Accountant I and II Responsibilities:  
1. Responsible for payroll input to outside payroll service, verifies payroll reports and payroll tax 

filings. 
2. Reviews accuracy of staff and participant timesheets, tracks time off availability and hours taken, 

Coordinates work experience payrolls with program offices. 

         Position Summary: 

Essential Duties and Responsibilities:                                                         



 
 
 

3. Generates reports for FM, including monthly and quarterly reports and the financial statements. 
4. Coordinates annual property inventory and reconciliation to general ledger, establishes and 

implements procedures for property management. 
5. Reviews and approves claims, back-up for claims processing when needed. 
6. Performs special projects as assigned. 
7. Assists with closeouts of grants. 
8. Benefits administration: Health, Dental, Vision, Life, and CalPers retirement. 
9. Represents FM at meetings, as requested. 
10. Calculates cost and cash requirements drawdown. 
11. Prepares and updates Accounting Policies and Procedures. 
12. Monitors financial activities of assigned programs and services; assures accuracy and completeness 

of various financial statements; performs follow-up on financial statements, invoices, and purchase 
orders to assure smooth running of financial activities; prepares and presents financial data to internal 
managers, vendors and Federal, State or local agencies as requested; assists with audit preparation. 

13. Maintain a variety of complex and detailed records and logs related to the accounting and budgeting 
functions 

14. Maintains all fiscal documents and files and in an orderly manner. Assures that fiscal area is secure 
and maintains confidentiality. 

15. Provides program support as directed; assists staff with contacts, agreements and other support 
services as directed by the Fiscal Manager. 

16. Performs other duties as assigned. 
17. Directs and coordinate the work of assigned staff. 
 
Accountant II Responsibilities:  
1. Conducts personally or through designee, and is highly proficient, in Accountant I duties.  
2. Provides assistance in the preparation of Budgets, annual Audits, Expenditure Statements and internal 

controls. 
3. Compiles data, prepares reports, prepares financial statements, and conducts special studies as 

directed. 
4. Analyzes data, defines problem areas and draws logical conclusions. 
5. Provides up-to-date detailed cost accounting information for departments to be used for budgeting and 

cost control purposes, performs analysis of expenditure lines versus budget amount at the cost center 
level. 

6. Sets up and maintains general ledger for MLJT by funding sources. 
7. Prepares payroll and overhead allocations, prepares journal entries, reviews input for accuracy. 
8. Reconciles balance sheet accounts and balances cash sheet accounts. 
9. Co-ordinates and helps with maintenance of accounting software, resolves all questions/problems 

concerning accounting software. 
10. Investigates discrepancies or inaccuracies and notifies FM and/or appropriate staff. 
11. Assists FM in budget process. prepares budget revisions as required. 
12. Prepares bank reconciliations, cost allocations. 
 
•  
 
 

The requirements listed below are representative of the knowledge, skill, and/or ability required.   
Any combination of experience and training that would likely provide the required knowledge and 
abilities is qualifying.   
 

  Qualifications: 



 
 
 

Minimum Education  Preferred Education 
High School Diploma or Equivalent. Additional 
experience may be substituted for the required 
education on a year-for-year basis. 

Four-year Accounting Degree preferred but not required,  
with major coursework in accounting, business  
administration, economics, or a closely related field, 
including at least twelve semester units in accounting. 

Minimum Experience Preferred Experience 
Four years of professional accounting experience with 
increased responsibility during the term of employment. 
Basic governmental accounting procedures and 
practices. 
 
 

Minimum experience plus knowledge of federal, State  
And local regulations governing the WIOA One Stop 
System and related programs, including monitoring and 
performance requirements. Uniform guidance and 
restricted accounting knowledge a plus.  

 
License: Driving is a requirement of this position.  A valid California Driver’s License, personal automobile 
liability insurance, and reliable vehicle are required. 
 

Supervisory Responsibilities: Assists with supervision of an Administrative Assistant. Carries out 
supervisory responsibilities in accordance with the organization's policies and applicable laws. 
Responsibilities may include interviewing, hiring, and training employees; planning, assigning, and 
directing work; appraising performance; rewarding and disciplining employees; addressing complaints and 
resolving problems. Makes employment decisions without regard to race, color, national origin, age, sex 
(including sexual orientation, gender/gender identity), pregnancy, physical or mental disability, religion, or 
any other unlawful basis. 
 

Language Skills: Ability to read, analyze, and interpret general business journals, financial reports, and 
legal documents.  Ability to respond to common inquiries or complaints from customers, regulatory 
agencies, or members of the business community.  Ability to write speeches and articles for publication 
that conform to prescribed style and format.  Ability to effectively present information to top management, 
public groups, and/or boards of directors. 
 

Mathematical Skills: Ability to work with mathematical concepts such as probability and statistical 
inference. Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical 
situations. 
 

Reasoning Ability: Ability to solve practical problems and deal with a variety of concrete variables in 
situations where only limited standardization exists. Ability to interpret a variety of instructions furnished 
in written, oral, diagram, or schedule form. 
 

Computer Skills and Knowledge of Software Programs: Advanced skills in Excel, Intermediate skills 
in Word, Outlook, and use of Internet, and basic skills in PowerPoint, and databases. Preferred typing 
speed is a minimum of 50wpm. Advanced use of 10 key.  
 
 
 
 

Leadership: Builds morale and group commitments to goals/objectives; exhibits confidence in self and 
others; reacts well under pressure; champions new initiatives; shows courage to act; provides clear vision, 
direction and inspiration; manages implementation of plans; contributes to building a positive team spirit.  
 

Fiscal Core Competencies: 

 



 
 
 

Communication: Fosters open communication within agency and outside of the organization; 
demonstrates tact while ensuring accountability and results; uses appropriate channels to communicate; 
coaches effectively to ensure the goals of MLJT are met; effectively communicates orally and in writing; 
asks questions for clarification; communicates with internal and external customers; demonstrates strong 
listening skills; seeks input/feedback from business and job seekers; shares information in a timely 
manner; writes case notes, memos, reports, and other correspondence using appropriate grammar, 
spelling, and punctuation. 
 

Results Oriented: Drives for results; meets difficult challenges with resourcefulness to see issues through 
to completion; has a strong sense of urgency about overcoming obstacles and getting work done; 
approaches issues from a holistic and team perspective; seeks opportunities to develop experience and 
knowledge. 
 
Fiscal Principles:  Assists with routine accounting/fiscal processes and procedures within a publicly 
funded Agency; reads and applies written regulations and other job related materials; understands and 
follows detailed instructions; codes and sorts items into categories; reviews work for accuracy and 
procedural conformance; maintains confidentiality of information; prepares financial/statistical reports, 
charts, and graphs; gathers and analyzes data; implements systems for accounts, records, forms, and 
procedures; evaluates accounting and auditing problems; provides technical assistance to staff. 
 

Change Management: Accepts suggestions for performance improvement from management; manages 
change; assists the Fiscal Manager in communicating direction and urgency, communicating widely, 
handling resistance to change and facilitating implementation of successful change actions; develops and 
uses different methods to positively react to change; actively embraces change efforts and initiatives to 
improve own performance.  
 

Workforce Development Structure, Policies And Programs:  Demonstrates knowledge of federal, 
state, and local workforce development programs, funding guidelines, and workforce development codes; 
applies rules and regulations; relates public workforce development policy, initiatives, and funding sources 
with the current system; understands how the personal role and responsibility of the workforce 
professional strengthens the larger workforce development system. 
 

Technology Intelligence:  Operates office equipment including computers and supporting word 
processing, spreadsheet, and database applications; adapts to changing technologies and learns the 
functionality of new equipment and systems.  
 
 
 
 

Dependability: Adheres to expectations of attendance and punctuality; minimizes unplanned absences 
and maintains pre-set schedule unless advance notice and approval has occurred; shows consistency in 
actions; performs timely office administration tasks such as submitting timesheets and mileage as to 
minimize negative impact to other units; understands the importance of accountability and record 
maintenance.  
 

Teamwork: Builds appropriate rapport and constructive relationships; uses communication skills and 
teamwork to maximize opportunities; engages customers, colleagues, agencies, and partner associates 
in a positive, professional manner. 
 

Problem Solving: Analyzes issues systematically; compares alternatives, weighs the decisions, benefits, 
risks and chances for success; carefully weighs the priority of things to be done; takes responsibility 
decisions within his/her control; leverages resources from internal/external customers; possesses 
analytical and observation skills that coupled with knowledge and information can lead to effective 
problem-solving assistance; takes action required to prevent problem reoccurrence; takes personal 
responsibility for solving problems.  

Organizational Core Competencies: 

 

 



 
 
 

 

Internal Customer Service Methodology: Identifies internal co-worker “customer” needs and 
expectations to create positive interactions; listens to customer concerns and solicits feedback; places 
appropriate emphasis on “excellence” and “speed of response” in work performance; responds quickly to 
customer requests; understands the essential elements of a helping relationship, including rapport, trust, 
and mutual respect; works with customers, colleagues, agencies, and partner associates in a positive, 
courteous, and professional manner. 
 
 
 
 

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.   
 
Mobility - frequent operation of a data entry device; repetitive motion; sitting for long periods, walking; 
occasional standing, pushing, pulling, bending, squatting, climbing stairs; occasional driving.  
Lifting - Frequently 5 pounds or less; occasionally 5 to 30 pounds.  
Visual - Constant good overall vision and reading/ close-up work; frequent color perception and use of 
eye/hand coordination; occasional use on the telephone, talking in person. 
Dexterity - Normal dexterity with frequent writing, keyboarding and repetitive motion. 
Emotional/ Psychological - Frequent decision making, concentration and public contact. Able to maintain 
professional boundaries and expectations. 
 

Work Environment: The work environment characteristics described here are representative of those 
an employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions.   
 
Employee will encounter moderate levels of stress. The inability to cope with a stressful work environment 
does not constitute a protected disability. 
 
The noise level is quiet to moderate, and typically the environment is an office setting or meeting 
environment.  Employee is occasionally exposed to travel and outdoor weather conditions. May require 
working weekends, nights, and/or overtime; travel. Employee may be exposed to clients that elevate 
emotionally charged problems or conflicts.  

Environment: 

 

 


