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JOB ANNOUNCEMENT 
 
POSITION TITLE AND DEPARTMENT/DIVISION: 

Accounting Supervisor with Finance Department  
 
POSITION LOCATION: 

The Accounting Supervisor position is based in Saint Paul Island, Alaska. 
 
POSITION CLASSIFICATION AND HOURS: 

Exempt, Regular Full-Time, Hours May Vary. 
 
JOB SUMMARY: 

Under the direction of the Finance Director, the Accounting Supervisor performs accounting duties and is responsible 
for coordinating the oversite of Finance Department staff, perform fiscal and budget analysis, reconciliations, and 
postings; assisting in the development of financial statements, reports and project proposals. The Accounting Supervisor 
works with other City departments to develop or improve communications for reporting of costing, cash flow and 
financial analysis. Accounting Supervisor will assist in preparing audits of records and adhere to City policies and 
procedures. 

The Accounting Supervisor considered a mid-level position where work is performed according to established 
procedures with little variance from those procedures required. This position involves extensive contact with department 
employees, other departments, the public, and external businesses, agencies, and organizations. 

The Accounting Supervisor position requires a tactful, pleasant, courteous, and diplomatic manner, and a neat 
appearance. 

 
ESSENTIAL JOB FUNCTIONS: 

1.  Oversee accounting, personnel to ensure proper adherence to policies and procedures. 
2. Prepare asset, liability, and capital account entries by compiling and analyzing account information. 
3. Research financial, accounting problems and recommend actions to assure resolution of such problems. 
4. Review and prepare analysis on statements and reports for accuracy, completeness and compliance with policy 

and procedures. 
5. Prepare monthly, quarterly, and annual reports for the filing of Sales and use taxes, personal property and fixed 

asset returns. 
6. Maintains accounting controls by preparing and recommending policies and procedures. 
7. Working with various departments to manage budgets, expenditures and submit cash flow reports as requested. 
8. Manage cash flow by reviewing payments by verifying documentation, and authorizing the disbursement within 

the terms and perimeters authorized for this position. 
9. Ensure the City complies with federal, state, and local financial and legal requirements by studying existing and 

new legislation, enforcing adherence to requirements, and advising management on needed actions. 
10. Prepares special financial reports by collecting, analyzing, and summarizing account information and trends. 
11. Oversee daily transactions, including accounts payable/receivable, general ledger and bank reconciliations. 
12. Manages month-end and year-end closing. 
13. Reconciles bank statements to general ledger accounts. 
14. Assists in preparing in-depth budgets and forecasts to inform strategic decision-making. 



15. Prepare and post journal entries. 
16. File year-end returns including 1099-MISC. 
17. Manages sales tax program. 
18. Manages Accounts Receivable duties. 
19. PCE reporting.  
20. Vehicle & property Insurance allocations. 
21. Performs other duties as needed or assigned by the Finance Director.  

 
REQUIRED QUALIFICATIONS: 

1. High school education or equivalent. 
2. Ability to communicate effectively with City personnel, the public and external contacts, whether on the telephone 

or in person. 
3. Proven work experience in accounting. 
4. Experience with accounting software (e.g. MOMs, Accufund, Quickbooks) 
5. Strong computer skills, MS Excel in particular (managing spreadsheets, creating charts and using advanced 

formulas). 
6. Solid knowledge of bookkeeping and accounting principles, laws and regulations. 
7. Excellent analytical skills to manage large amounts of data. 
8. Attention to detail and accuracy. 
9. Team management skills. 
10. Ability to prioritize work. Communicates effectively, both verbally and in writing, understands and follows oral and 

written instructions. 
11. Ability to create and maintain moderately complex records; enter data; access, retrieve, compile, and analyze 

information; sort, separate, arrange, file and distribute various reports, files, and materials; and operate basic office 
equipment including a personal computer, printer, telephone, and copier. 

12. Ability to read, understand and interpret manuals, ordinances, policies and procedures, statutes, rules, regulations, 
journals, newspapers, memos, letters, reports, and guidelines. 

13. Builds and maintains positive relationships with diverse groups including all organizational levels, the general 
public, vendors, both on the telephone and in person while demonstrating professionalism, courtesy, and 
responsiveness. 

14. Sets priorities, organizes, and remains efficient and flexible in the performance of multiple tasks/priorities while 
completing all assignments in a timely manner. 

15. Takes sufficient notes at meetings to prepare an accurate record of events. 
16. Maintains and handles confidential and sensitive issues requiring a high degree of discretion, diplomacy, and tact 

and within the parameters of law enforcement ethics. 
17. Must submit to a criminal and financial background check and be free of any disqualifying convictions or activities. 
18. Must abide by the City of Saint Paul’s alcohol and drug free workplace policies and submit to a pre-employment 

drug and alcohol test. 
19. Must abide by the City Employee COVID-19 Vaccination Policy, by being fully vaccinated for COVID-19 prior to 

employment with the City.  
20. Other combinations of education and experience that could provide the competencies, knowledge, skills and abilities 

listed 
 
PREFERRED QUALIFICATIONS: 

1. Bachelor’s degree in Accounting or Finance. 
2. Accounting certification (e.g. CMA or CPA). 

 
 



 
SALARY AND BENEFITS: 

This is a salaried position beginning at $79,394.85 to $103,206.69 per year, depending on education, experience, and 
skills.  Full benefits including enrollment in the Alaska Public Employees Retirement System and Supplemental Benefits 
System, medical insurance, annual leave, sick leave, partially subsidized housing, moving expense assistance and other 
benefits as may be negotiated with the City Manager and standard City of Saint Paul benefits per City ordinance. 

 
RELOCATION AND HOUSING: 

A relocation allowance will be provided.  Airfare to Saint Paul Island will be provided.  Housing accommodations will 
be made available. Rent is $750.00 per month plus utilities (electric, water, sewer, refuse, home heating fuel and taxes).   

 
DEADLINE: 

This position is open until filled. Apply at the City of Saint Paul during normal business hours by completing a resume 
and Application for Employment or by requesting and completing a resume and Application for Employment 
electronically.  Applicants with incomplete applications will not be considered for the position. For an Application for 
Employment, Job Description, or more information contact hr@stpaulak.com or at www.stpaulak.com.   

Posted March 1, 2022 
 


