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POSITION DESCRIPTION 

Town of Winchendon, MA       Assistant Town Accountant 

Summary:   
Performs a variety of highly complex and technical clerical, accounting and administrative functions 
directly related to the maintenance of the Town’s financial records. Provides support to the Town 
Accountant and has the authority to assume the statutory power and duties of the Town Accountant in 
his/her absence, in compliance with Massachusetts General Laws and the Town’s Charter; all other 
related work as required for the successful compliance with the Laws and Charter for the good of the 
Town. 
 
Supervision: 
The Assistant Town Accountant works under the direct supervision of the Town Accountant. 
 
The position involves working independently while referring specific issues to the Town Accountant for 
clarification. 
 
Work Environment: 

• Work is performed under typical office conditions.  
• Operates computerized financial records systems in a mainframe environment, personal 

computer, calculator, copy machine, fax machine, scanner, telephone, and other office 
equipment. 

• Has frequent interaction with Town and School departments and officials. Has occasional 
contact with state officials, agencies, and independent auditing firms. Has frequent contact with 
and answers inquiries from vendors and employees. 

• Has access to confidential information such as but not limited to: legal issues, bid proposals, 
personnel records, and financial records of the Town. 

• Errors could result in improper use and/or expenditure of Town funds entailing financial loss to 
the Town, loss of Town records, inconvenience to employees and vendors, delay or reduction in 
Federal, State, and private funding and possible legal ramifications. 

 
Essential Functions: 
The essential functions or duties listed are intended as illustrations of various types of work that is 
performed. The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related, or a logical assignment to the position. The position functions as a part of the 
overall municipal team to ensure effective and efficient municipal operations by performing account 
analyses and balance reconciliations requiring a high level of attention to detail and a general 
understanding of accounting concepts and bookkeeping practices. 

• Assists the Town Accountant in maintaining the Town’s financial records. 
• Verifies accuracy of payroll submissions and enters bi-weekly payroll into payroll system. 
• Verifies the accuracy of School payroll submissions. 
• Answers payroll inquiries from employees. 
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• Imports Town and School payroll into general ledger  for posting. 
• Maintains accuracy of compensated absences. 
• Assists Town Accountant with reports of monthly department appropriation balances. 
• Compiles auditable workers’ compensation records. 
• Assist the Accountant in maintaining the system for purchase orders and encumbrances. 
• Verifies accuracy and appropriateness of Town’s accounts payables and processes. 
• Processes bi-weekly warrants, checking for sales tax, budget validation, mathematical accuracy, 

vendor numbers, account numbers and purchase orders. Ensures that all expenditures are in 
compliance with finance laws. Prints vendor checks. 

• Works with vendors in need of payment inquiry, address changes, requests for 1099s, and check 
validation. 

• Maintains vendor files and W9s. 
• Responsible for reconciling cash accounts with the Treasurer’s Office. 
• Produces monthly financial reports from the General Ledger System. 
• Assists in proving monthly cash receipts. 
• Provides requested account information to departments and assists departments with financial 

matters relating to their accounts. 
• Assists in the preparation of all mandated reports to the Town, State and Federal Government. 
• Processes 1099s. 
• Works with independent auditors on annual financial audit of the Town. 
• Acts as the Town Accountant in his/her absence. 
• Perform other related duties as required. 

 
Recommended Minimum Qualifications: 
 
Education and Experience:  
Associate’s Degree in accounting, business administration, bookkeeping, or related field strongly 
preferred. Five (5) years of experience involving accounting, bookkeeping, or management of financial 
records; preference given to municipal and/or other governmental experience; Munis knowledge 
strongly preferred; or any equivalent combination of education and experience. 
 
Knowledge, Ability and Skills: 

• Thorough knowledge of the principles and practices of municipal accounting according to the 
Uniform Massachusetts Accounting System and of the applicable provisions of Massachusetts 
General Law.   

• Thorough knowledge of computer operations with special emphasis on financial applications. 
• Prior experience with MUNIS preferred. 
• Ability to develop effective working relationships with Town Departments. Ability to express 

oneself and to explain procedures clearly and concisely. Ability to grasp new concepts and learn 
new computer programs. 

 
Physical Requirements: 
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• Normal office environment, not subject to extremes in temperatures, noise, odors, etc. 
• Minimal physical effort generally required in performing duties under typical office conditions.  
• Regular interruptions to assist citizens. 
• The employee must occasionally lift and/or move items up to 25 pounds. 
• The employee is often required to sit in one place for an extended period of time. 
• The position requires the ability to operate a keyboard and view computer screens for an 

extended period of time. 
 
The Town of Winchendon is an Affirmative Action/Equal Opportunity Employer. 
 
The job description does not constitute an employment agreement between the employer and employee 
and is subject to change by the employer as the needs of the employer and the requirements of the job 
change. 


