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WAUNAKEE UTILITIES 
POSITION DESCRIPTION 

 
 
Position Title:  Accountant  
 
Reports To:     General Manager 
 
Employment Category:   Full - Time 
 
Supervision Received:   Works under close supervision of the General Manager. 
    Has no regular supervisory duty. 
 

 
General Summary 

 
Directly responsible to the General Manager, the position requires excellent 
communication skills, an in-depth knowledge of accounting procedures, and the 
ability to insure that complete and accurate financial, statistical, and accounting 
reports are generated in a timely manner.  In addition, this position will be 
responsible for most aspects of employee benefits and benefit reporting with 
assistance from staff at village hall. 
 
The Accountant is expected to be a competent, well-organized person with 
special capabilities in the areas of written/verbal skills, accounting and financial 
skills, and personal computers.   
 
Essential Duties and Responsibilities 

 

 Responsible for the overall accounting system of the electric, 
water, and sewer utilities. 

 

 Prepares monthly financial reports.  Prepares other financial 
reports or analysis as required. 

 

 Codes all invoices for processing and ensures timely payment of 
all bills. 

 

 Processes time sheets and assumes responsibility for overall 
payroll processing. 

 

 Prepares and enters all data into the computer system for the 
work order system. 

 

 Prepares and enters all data into the computer system for the 
inventory control system. 

 

 Reconciles inventory to the general ledger. 



 2 

 Assists with year-end processing including work order system, 
inventory, and other accounting functions  

 

 Assists with completing items needed for the annual financial 
audit. 

 

 Prepares and enters all data into the computer system including 
but not limited to general ledger, accounts payable, general 
journal, etc. 

 

 Prepares checks for payment after Commission approval. 
 

 Prepares journal entries. 
 

 Responsible for accounting of petty cash. 
 

 Responsible for processing of monthly sales tax report and 
reconciliation. 

 

 Responsible for most aspects of employee benefits and benefit 
reporting. 

 

 Prepares for approval, all monthly and year-end journals and 
reports. 

 

 Responsible for reconciliation of general ledger accounts. 
 

 Responsible for the billing and collection of all miscellaneous 
accounts receivable. 

 

 Monitors daily cash balances. 
 

 Reconciles all cash and investment accounts. 
 

 Prepares payroll distribution, including for the work order system. 
 

 Works with General Manager in preparation of annual budget. 
 

 Prepares project reports on all capital improvement and system 
improvement projects. 

 

 Provides backup of computer systems. 
 

 Responsible for assisting with telephone answering, as well as 
assisting walk-in customers. 

 

 All other duties as assigned. 
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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. 
 
While performing the duties of this job, the employee is frequently required to sit 
and talk or listen for long periods; use hands to finger, handle, feel or operate 
objects, tools, or controls; and reach with hands and arms. 
 
The employee must occasionally lift and / or move up to 25 pounds.  Specific 
vision abilities required by this job include close vision and the ability to adjust to 
focus.  The employee should have vision corrected to be able to decipher 8-point 
type. 
 
Work Environment 
 
The work environment characteristics described here are representative of those 
an employee encounters while performing the essential functions of this job.  
Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 
 
The noise level in the work environment is usually quiet. 
 
Required Qualifications 
 

Education 
 

 Bachelor degree in accounting, or equivalent experience. 
 

 Emphasis or knowledge and background in computer systems 
and data processing. 

 
Experience 

 

 5 year’s experience in business environment. 
 

 Demonstrated knowledge of word processing, spreadsheet, 
financial, and accounting software. 

 

 Demonstrated knowledge of general business administration and 
accounting. 

 

 Strong math skills 
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Special Requirements: 
 

 Must be able to be bonded. 
 

 
 
 
 
 
The Village of Waunakee is an Equal Opportunity Employer. In compliance with 
the American Disabilities Act, the Village will provide reasonable 
accommodations to qualified individuals with disabilities and encourages both 
prospective employees and incumbents to discuss potential accommodations 
with the employer. 
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