
CITY OF MISSOULA 
invites applications for the position of:

Accounting Coordinator

SALARY: $21.65 - $23.79 Hourly 
$45,032.00 - $49,483.20 Annually 

DEPARTMENT: Finance

OPENING DATE: 09/27/22

CLOSING DATE: 10/24/22 11:59 PM

OVERVIEW:

Are you a skilled bookkeeper/accountant who takes pride in having a high level of accuracy in
your work? Do you enjoy working on a team and having variety in the work you perform? If so,
consider joining the City of Missoula's Finance Department as the next Accounting Coordinator.
 The Accounting Coordinator position provides support in coordinating a variety of accounting
functions for various City departments.

ESSENTIAL FUNCTIONS:

Coordinate, research and verify accuracy of records and documents, such as: invoices
and claims; calculate payments due, determine correct accounting or billing code; and
generate reports of billing information.
Maintain debt payment databases and spreadsheets; issue debt and credit card
payments; make corrections, balance entries, prepare checks or billings and generate
summary reports. 
Perform data entry into computer using specialized software applications; prepare periodic
notices or special reports; search databases, records, and files to retrieve information.
Maintain files and records, by vendor, citizen, property, or employee, according to billing or
accounting function; maintain and dispose of public records according to statutory
retention schedule.
Monitor daily banking transactions; coordinate and maintain all aspects of the accounts
receivable module and post payments for various departments. 
Assist with the reconciliation processes, including cash, bank, payroll, health benefit plan
accounts and COBRA payments; balance general ledger cash accounts and funds for
month and year-end; verify account totals and analyze all cash activity; post and adjust
accounting entries to the general ledger; analyze internal controls.
Provide support with budget and audit preparation, assist in developing operating and
capital budget documents; prepare documents for all funds; attend budget hearings; and
assist in preparing capital improvement budget. 
Analyze data and provide accurate information to departments to assist in financial
management. 
Respond to inquiries from citizens, vendors, and employees.
Perform other duties, as assigned.



KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of general office principles, procedures, and practices, including customer
service, data entry, record management, generating reports, and the ability to maintain
confidentiality of information. 
Knowledge of and the ability to learn financial administration principles and practices,
including basic accounting, financial reporting, debt administration, budgeting, payroll
processing, and risk management.
Skill in developing accounts payable policies, procedures, and guidelines.
Skill in managing multiple tasks with keen detail and accuracy, and the ability to prioritize
with shifting priorities and timeline demands.
Skill in operating office equipment, using various computer software and databases,
including Microsoft 365, and learning job-specific applications and equipment. 
Skill in communicating, in person and writing, with the proven ability to establish and
maintain effective working relationships with diverse individuals.
Ability to research, analyze, and provide solutions to various problems and situations.
Ability to resolve conflicts with facilitating outcomes while maintaining a calm demeanor.
Ability to participate in a team-oriented environment, contributing as lead and\or
collaborator, as necessary.
Ability to learn departmental and City of Missoula policies, practices, and procedures,
including the Missoula Municipal Code and City Administrative Rules related to pay
practices and governmental reporting.

QUALIFICATIONS AND ADDITIONAL APPLICATION MATERIALS:

Any combination of education and experience equivalent to three (3) years of accounting
experience or another relevant field.

This position will be posted until filled, with a priority screening date of Tuesday, October 11th at
8:00 a.m. MST.  It is in your best interest to apply by this date/time. 

To Apply: 
Complete the online application AND 
Attach a cover letter that address how your education and experience relates to the Accounting
Coordinator position. 

Failure to attach the cover letter will result in your application being incomplete and therefore, not
reviewed by the hiring manager. 

APPLICATIONS MAY BE FILED ONLINE AT: 
https://www.ci.missoula.mt.us/

435 Ryman Street
Missoula, MT 59802
406-552-6130

departmenth@ci.missoula.mt.us
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