
City of New Bedford Job Description  

 

Job Title Financial Assistant II  

Department Purchasing 

Employment Status Full-Time  

Salary         Grade D    $17.17 - $23.99 
 

Function 

This position provides specialized clerical work related to the accounts of an assigned Department. 

Supervision 

Received Department Head or other higher-grade employee(s). 

Exercised May supervise employees of a lesser grade.  
 

Essential Job Duties The job duties listed herein are neither exclusive nor limited, but are intended to 
be illustrative of the types of tasks the employee will most likely be expected to perform on a regular basis. 
The employee may be asked to perform different or additional tasks than the ones listed here, as the needs 
of the employer and/or the requirements of the position change. 

• Applies moderate to complex accounting principles to balance all accounts on the City’s general 
ledger. 

• Reconciles bank statements to the City’s general ledger. 
• Maintains financial accounts and records in general. 
• Summarizes expenditures and balances for the department. 
• Prepares department payroll; maintains records and other payroll liabilities. 
• Makes general leger entries to correct accounts. 
• Accounts for receipt and disbursement of cash transactions and cash accounts. 
• Processes department accounts. 
• Verifies the accuracy of all financial and payroll records. 
• Prepares warrants and purchase orders. 
• Maintains filing system. 
• Answers telephones and routes calls or provides information as required. 
• Provides effective and efficient customer service and promotes and maintains responsive community 

and working relations.  
• Performs related duties as assigned.  

Requirements of Work 
Graduation from high school plus at least one year of additional technical training or college coursework 
and at least in one year of office experience required; or any equivalent combination of education and 
experience that provides the following knowledge, ability and skills:  

Knowledge of • Department policies and procedures. 
• Basic accounting practices and procedures. 
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• General office procedures and the use of standard office equipment and relevant 
software programs, including Excel, Word, Outlook and Munis. 

Ability to • Understand and follow oral and written instructions. 
• Multitask and prioritize workload. 
• Work independently with minimal supervision. 
• Establish and maintain effective working relationships with supervisors, coworkers 

and the general public. 
Skill in • Oral and written communications. 

• Customer service. 
• The use of computers and other office equipment. 

Necessary Special Requirements 

Subject to Mandatory CORI (Criminal Offender Record Investigation) background check. 

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. 

• Work is performed mostly in an office setting; hand-eye coordination is necessary to operate 
computers and various pieces of office equipment. Specific vision abilities required by this job 
include close vision, prolonged visual concentration, and the ability to adjust focus. 

• While performing the duties of this job, the employee is frequently required to sit, stand, walk, talk 
and hear; use hands and fingers to handle, feel, or operate objects, tools, or controls and reach 
with hands and arms. 

• The employee is occasionally required to climb, bend or balance. 
• The employee must occasionally lift and/or move up to 20 pounds.   

 


