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ACCOUNT CLERK I/II 

 
 
DEFINITION
 
Account Clerk I: Under supervision,  perform clerical work of difficulty in connection with 
preparing, maintaining or checking financial or statistical records; receive and receipt  
money; operate office accounting machines; do related work as required. 
 
Account Clerk II:  Under general supervision, perform difficult and complex bookkeeping 
and financial clerical work requiring the application of sound financial record keeping 
practices; supervise the work of clerical assistants; do related work as required.  
Positions in this class require frequent use of a high degree of independent judgment 
and interpretative ability.  Duties do not always follow standard routines; the employee 
recommends changes in methods and procedures when necessary.  The class is 
required to have operating knowledge of financial systems and greater overall 
experience. 
 
Positions in the Account Clerk II positions are flexibly staffed and normally filled from 
advancement from the Account Clerk I class, or when filled from the outside, require 
specific accounting experience.  Appointment to this class requires the employee to be 
performing substantially the full range of account clerk duties and to meet the 
qualifications for the class.  The class requires the ability to work independently 
exercising judgment and initiative and a greater knowledge of the City’s financial 
system.   
 
 
EXAMPLES OF DUTIES
 
Either manually or through the use of computers, as appropriate, does responsible 
clerical accounting work in the maintenance of financial records, recording and checking 
financial transactions, and preparing financial or statistical statements or reports; waits 
on counter; receives and receipts  money; prepares records to open, change, maintains 
or closes utility accounts; performs routine arithmetical computations; issues business 
licenses and files various documents; reconciles invoices, requisitions and purchase 
orders; prepares payment authorizations; assists in preparing payroll, prepares 
purchase orders, meter books, cash receipts, journals vouchers and other routine data 
input for computer processing; operates adding machines; does routine typing of 
documents and precise computer data entry of financial data. 
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MINIMUM QUALIFICATIONS
 
Knowledge of: Account Clerk I level: Methods, principles, and terminology used in 
financial clerical work; and modern office practices. Account Clerk II level:  Methods, 
principles, practices and terminology used in complex financial accounting work; 
municipal bookkeeping principles; modern office methods and procedures. 
 
Ability to: Perform clerical work of average difficulty; prepare basic financial reports, 
maintain journals, ledgers and complex files; operate adding and calculating machines;  
perform arithmetic computations rapidly and accurately; interact positively and cooperate 
with co-workers, respond politely to customers, work as a team member, function under 
demanding time pressure, respond in a positive manner to supervision, and attend work 
and perform duties on a regular and consistent basis. 
 
Additionally, at the Account Clerk II level.; operate a personal computer, utilizing 
spreadsheet and word processing software; perform accounting tasks and operate 
office machines used in accounting or statistical record-keeping work; prepare and 
analyze financial statements, invoices and reports; make arithmetical calculations 
readily and accurately; train and supervise the work of a group of clerical assistants; 
work cooperatively with others; understand and carry out general instructions and work 
independently. 
 
Experience: 
 
Account Clerk I:  One year of clerical experience involving financial record keeping and 
general office work; six (6) months of experience using computer spreadsheets is 
desirable. 
 
Account Clerk II:  Three years of experience in financial and general record keeping, 
including six (6) months of personal computer spreadsheet experience.  Two years of 
college (60 semester units or 90 quarter units) can be substituted for one year of 
required work experience.  Three (3) semester units or five (5) quarter units of college 
level computer course work can be substituted for the spreadsheet experience. 
 
Education: 

Account Clerk I: Graduation from high school or equivalent. 
 
Account Clerk II:  Graduation from high school or equivalent and six (6) semester units 
or nine (9) quarter units of college level financial accounting course work.  One year of 
additional experience may be substituted for the required college units. 
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