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Job Title: Accounting Manager 

Job Code: W0959 

Pay Grade: WU 

Exempt: Yes 

Probation: Twelve-month initial probationary period 
 

Job Overview  

Perform managerial, administrative, and supervisory duties in planning, organizing and directing, or assisting in the 

direction of accounting activities within a major department, division, or a large accounting functional unit. 
 

Job Duties and Responsibilities 

Note: The following duties are illustrative and not exhaustive. 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. Depending on the 

particular agency, division, department to which they are assigned, individual employees may perform one or more of the 

duties described below.  
 

 Manage assigned accounting and financial functions, programs, and systems.  

 Establish operational priorities and coordinate these operations with other functions within the agency to ensure 

that program objectives and standards are established, attained, and are consistent with overall organizational 

goals.  

 Lead specialized accounting projects and studies.  

 Schedule, assign, monitor, review, and evaluate the work of assigned subordinates.  

 Develop and recommend new and revised statutes, rules, policies, and procedures to respond to changes in 

operational program needs, objectives, and priorities and to improve the effectiveness of the functions and 

programs managed.  

 Determine and request staff, material, and equipment needs for the operations and programs managed to 

contribute to the formulation and justification of budgetary requests for the agency as a whole.  

 Analyze and audit accounting and fiscal data, records, and reports.  

 Direct and coordinate the preparation of varied accounting and financial statements, summaries, and reports.  

 Direct the maintenance of subsidiary and general ledgers of assigned programs.  

 Direct the development, modification, and installation of accounting and internal auditing systems.  

 Direct pre-auditing functions and other related accounting and clerical-accounting activities.  

 Perform other related duties as required. 
 

Knowledge, Skills, and Abilities 

 Knowledge of governmental accounting and auditing principles, practices, procedures, methods, and theory.  

 Working knowledge of the specific accounting and reporting requirements and the complete accounting cycle of 

the organization to which assigned.  

 Knowledge of management methods, techniques, and practices.  

 Working knowledge of budgetary procedures and controls.  

 Working knowledge of computerized accounting systems.  

 Ability to establish and maintain effective working relations with others within and outside own organization.  

 Ability to schedule, assign, monitor, review, and evaluate the work of assigned subordinates. 
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 Ability to analyze and audit accounting, fiscal, payroll, and leave data, reports, and statements.  

 Ability to interpret accounting and auditing principles and procedures.  

 Ability to develop advanced computer based spreadsheets, graphs, summaries, and reports. 
 

Minimum Qualification(s) 

Note: Applicants must meet the following requirement(s) to be considered minimally qualified for the job. 
 

Graduation from an accredited four-year degree granting college or university with a major in Accounting or Finance; and 

Four years of experience as a professional accountant in a supervisory capacity; and 

A passing score on pre-employment testing. 

OR 

A Master's Degree from an accredited college or university with a major in Accounting or Finance; and 

Three years of experience as a professional accountant in a supervisory capacity; and 

A passing score on pre-employment testing. 

OR 

Graduation from an accredited four-year degree granting college or university with a major in Accounting or Finance; and 

Certification as a Certified Public Accountant; and 

Three years of experience as a professional accountant in a supervisory capacity; and 

A passing score on pre-employment testing. 

OR 

An Associate's Degree from an accredited college or university with a major in Accounting; and 

Two years of experience in bookkeeping or financial record keeping; and 

Four years of experience as a professional accountant in a supervisory capacity; and 

A passing score on pre-employment testing. 

OR 

Graduation from high school or possession of a GED Certificate; and 

Four years of experience in bookkeeping or financial record keeping; and 

Four years of experience as a professional accountant in a supervisory capacity; and 

A passing score on pre-employment testing. 
 

Additional Requirements 

 Possession of a valid Florida driver's license at time of employment. Driving history will be thoroughly reviewed 

and may be grounds for disqualification. 

 No illegal drug sale within lifetime.  

 No illegal drug use within the past 36 months.  

 No illegal drug use after 30 years of age.  

 No felony convictions within lifetime.  

 No misdemeanor convictions involving perjury, false statement, or domestic violence within lifetime.  

 Prior military personnel must not have a dishonorable discharge from any branch of the United States Armed 

Forces, the United States Coast Guard, National Guard, or Reserve Forces.  

 Successful completion of a criminal background investigation or update including polygraph, 

reference/employment/neighborhood checks, and medical evaluation. 


