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DIRECTOR OF ACCOUNTING 

 

SUMMARY DESCRIPTION 
This position manages the HR, Accounts Payable, Accounts Receivable and Utility Billing departments 
and is responsible for supervising staff and overseeing the daily operations ensuring efficient systems, 
processes and controls are in place.  Performs a variety of professional level accounting duties involved 
in preparing, maintaining, analyzing, verifying, and reconciling complex financial transactions, statements, 
records, and reports; maintains the accuracy of the Village’s ledgers and subsidiary financial systems; 
assists in the preparation of assigned budgets, annual audit, and year end closing. Provides a variety of 
routine and complex analytical, administrative and technical work in the analysis of programs, services, 
systems, policies and procedures to devise the most efficient and effective methods of accomplishing the 
work of the Village government. 

 

SUPERVISION RECEIVED 

Works under the general supervision of the Village Manager. 
 

SUPERVISION EXERCISED 
Exercises supervision over HR Administrator/Payroll Specialist, Research and Policy Analyst, Fiscal 
Clerks and Utility Billing Clerk. 

 
RESPONSIBILITIES 

 Performs a variety of professional accounting functions supporting Village-wide operations; 
maintains accuracy of revenue and expenditure ledgers, and subsidiary financial systems. 

 Reconciles financial ledgers and records; prepares financial statements and reports, general and 
subsidiary ledgers and supporting schedules; researches and resolves discrepancies. 

 Reviews and audits all accounts payable, purchase orders, cash receipts, business licenses, 
utility billing, and other accounting records and transactions; ensures money is posted to correct 
accounts and that all accounts balance. 

 Provides assistance in the development of the annual budget; assist in the review and validation 
of the annual Village budget; creates a variety of spreadsheets, documents, and graphs; assists 
in preparing the final budget document for approval by the Board. 

 Prepares bank reconciliations and related journal entries for a variety of accounts. 

 Performs grant accounting work related to federal, state and other grant funding; maintains 
records for audit purposes. 

 Maintains and tracks fixed asset inventory control records for the Village. 

 Participates in the year-end audit; compiles and prepares supporting schedules, work papers, 
and financial reports as requested by auditors. 

 Responds to public inquiries in a courteous manner; provides information within the area of 
assignment; resolves issues in an efficient and timely manner. 

 Manages assigned operations to achieve goals within available resources; plans and 

organizes workloads; reviews progress and makes changes as needed. 

 Assures that assigned areas of responsibility are performed within budget; performs cost control 
activities; monitors revenues and expenditures in assigned area to assure sound fiscal control; 
assists in the preparation of annual budget requests. 

 Analyzes, recommends and maintains procedures to improve organizational performance, 

communications, information flow, integrated work methods, and cost analysis. 

 Confers with personnel to assure smooth functioning of systems or procedure. 
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QUALIFICATIONS 
 
Knowledge of: 

 Operations, services and activities of a general accounting program. 

 Principles and practices of accounting and auditing including general ledger, debit, credit, 
journal entries and audit procedures. Principles and practices of governmental accounting. 

 Computerized accounting and financial systems. 

 Methods and techniques of analyzing general ledgers and preparing journal entries. 

 Generally Accepted Accounting Principles (GAAP). 

 Principles of municipal budget preparation and control. 

 Methods and techniques of preparing financial reports and statements. Principles and practices 
of financial record keeping and reporting. 

 Principles of business letter writing and report preparation. 

 Grants and funding 

 Pertinent federal, state and local codes, laws and regulations. 

 Three (3) years of experience as a municipal administrator. 

 Ability to prepare and analyze comprehensive reports; ability to carry out assigned projects to their 
completion; ability to communicate effectively verbally and in writing; ability to establish and maintain 
effective working relationships with employees, Village officials and the public; ability to efficiently 
and effectively administer a municipal government. 

 Considerable knowledge of Harris’ MSI software suite and Paylocity software and their use in 
public finance and fiscal planning, budgeting, accounting and reporting, payroll, accounts payable 
and accounts receivable functions. 

 Skill in assessing and prioritizing multiple tasks, projects and demands, and delegating tasks and 
authority 

 
 

Ability to: 

 Complete detailed accounting transactions; reconcile and adjust financial statements with the 
general ledger. 

 Prepare and maintain accurate financial statements, records and reports. 

 Interpret and apply applicable federal, state and local laws, codes and regulations. 

 Understand and carry out oral and written instructions; communicate clearly and concisely, both 
orally and in writing. 

 Perform a variety of professional accounting and financial analysis functions. 

 Perform mathematical calculations with speed and accuracy. 

 Participate in budget development. 

 Familiar with Harris’ MSI software suite and Paylocity as well as the ability to operate a variety of 
office equipment including a computer and associated word processing and spreadsheet 
applications. 

 Analyze complex financial transactions and formulas. 

 Solve practical problems and deal with a variety of concrete variables in situations where only 
limited standardization exists. 

 Maintain efficient and effective financial systems and procedures; examine and verify financial 

documents and reports. 

 Work independently in the absence of supervision. 

 Establish and maintain effective working relationships with those contacted in the course of 
work. 
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Education/Training Requirements: 

 Bachelor’s degree from an accredited college or university with major course work in 
accounting, business administration, finance, or related field. Master’s degree in Accounting 
preferred. 

 Six years increasingly responsible experience performing journey to complex accounting and 
finance work, preferably in a municipal setting. 

 Supervisory/management experience. 

 Combination of education and experience providing knowledge, skill and abilities will be 
evaluated on an individual basis. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Applicants should submit a cover letter, resume and references 

to: kspeik@villageofhazelcrest.com    or   Village of Hazel Crest 
      3601 W. 183rd  St. 
      Hazel Crest, IL 60429  
      Attn:  Village Manager 
      Position: Director of Accounting 

 
 
 

 
The Village of Hazel Crest is an Equal Opportunity Employer (EOE) 
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