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Classification Specification
	

	
	4101400

	
	FISCAL SPECIALIST IV



Class Summary

The responsibilities of this classification include performing highly technical or specialized financial, accounting and/or fiscal services. Duties include verifying accuracy of accounting reconciliations; writing complex financial, accounting and/or fiscal documents such as contracts and bid specifications; and performing supervisory duties.

Distinguishing Characteristics

This is the fourth level of a four-level classification series. The Fiscal Specialist IV differs from other classifications in this series in that incumbents perform high-level, technical and lead supervisory duties in the area of accounting and financial services. Work is performed under little or no supervision and requires a high degree of independence. Discretion and independent judgment are exercised in the performance of duties, while errors may result in severe consequence to the organization. This classification is distinguished from the General Office Support, Customer Service Support and Data Processing and Typing classification series in that the primary focus is in the area of high-level, technical and/or supervisory financial or accounting services.

Examples of Duties (May vary by position)

1. Determine accounting inconsistencies or errors; prepare corrections and verify accuracy of accounting reconciliations.

2. Organize, oversee, establish, track, code and maintain data sources, including contracts, budgets, payroll, legal documents and/or other financial, accounting or fiscal records and documents.

3. Research and summarize specialized or technical information from varied sources; select the most appropriate material; use spreadsheets and/or customized database applications; and verify and reconcile data discrepancies.

4. Distribute work load among employees and supervise the quality and completion of work.

5. Interpret established policies, procedures, codes and regulations for internal and/or external customers over the telephone, in writing and/or in person; handle sensitive, confidential and/or potentially volatile situations.

6. Provide financial, accounting and/or fiscal training to co-workers.

7. Write complex financial, accounting and/or fiscal documents such as contracts and bid specifications.

8. Administer multiple budgets, including operating budget and capital improvement budget; revise budgets; provide information for budget preparation, federal or Washington State grants, and contracts, according to specific directions.

9. Prepare and submit billings, including billings to other departments, divisions, vendors and agencies.

10. Compose, summarize, prepare, proofread and/or edit documents, contracts, ordinances, court mandates and correspondence.

11. Process incoming mail and documents that may require attaching related correspondence or information before forwarding; select mail to handle personally where the response requires specialized knowledge of the assigned function; identify priority and/or time-sensitive matters; and maintain security and confidentiality.

12. Perform financial, payroll or other financial/numerical work requiring the application of accepted bookkeeping or basic accounting methods and applications.

13. Organize work, approve leaves, establish work methods, monitor work loads, recommend changes to procedures, participate in employee selection processes and provide input on the performance of co-workers.

14. Receive and disburse funds; collect revenue and invest retainage of capital projects.

15. Represent organization at various functions, including administrative hearings, proceedings, court inquiries, committees and meetings.

16. Perform other duties as assigned.

Knowledge/Skills (May vary by position)

Knowledge of general office policies, principles and practices

Knowledge of accounting procedures and basic mathematics

Knowledge of managerial accounting

Knowledge of specialized financial terminology

Knowledge of complex accounting principles and procedures

Knowledge of accounting and financial operations in a governmental environment

Knowledge of purchasing procedures

Knowledge of appropriate physical standards for work involving computer use including appropriate seating, arm and/or wrist usage

Knowledge of rules, regulations, codes, laws, policies, procedures and ordinances as they apply to county financial systems

Knowledge of conflict resolution techniques and problem solving skills

Knowledge of proper English grammar, usage and spelling

Knowledge of action tracking on specific work assignments

Oral and written communications skills

Technical writing skills

Presentation skills

Interpersonal and human relations skills

Negotiation skills (using tact, diplomacy and persuasion)

Supervisory and organizational skills

Customer service skills in person and via telephone (discretion, patience, etiquette, professionalism)

Skill in the operation of standard office equipment

Skill in using 10-key machine

Skill in word processing, spreadsheets and specialized financial software programs

Skill in giving and providing direction regarding work assignments

Skill in delegating work assignments to appropriate staff members

Skill in following oral and written instructions

Skill in adapting to changes in work load demand

Initiative and accountability skills for work product or service

Skill in conducting complex research assignments, such as budgets, salary histories and data collection

Skill in working on multiple projects simultaneously

Skill in analyzing and synthesizing information

Skill in responding to and implementing changes in regulations in a timely manner

Skill in maintaining confidentiality of sensitive matters

Licensing/Certification Requirements

Washington State Driver’s License (some positions)

U.S. citizenship (positions within the King County Department of Public Safety)

Pass polygraph test (some positions)

Pass background check (some positions)

Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-exempt

	Levels within same series
	Fiscal Specialist I, II, III and IV
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