







						
PLEASE POST		#2026-73
JOB OPENING

TITLE:	ACCOUNT CLERK TYPIST 
		(Competitive/Permanent)

DEPARTMENT:	Youth and Recreation 

SALARY:	$25.249 - $26.578/HOUR 

SHIFT:	Monday through Friday, 8:30 am through 4:00 pm

DATE:	October 22, 2026

DISTINGUISHING FEATURES OF THE CLASS
The work involves performing specialized clerical tasks and typing in connection with the maintenance of financial accounts and records.  Work is performed under the general supervision of a higher-ranking employee who assigns work and reviews performance for conformance with procedures.  Does related work as required.

DUTIES AND RESPONSIBILITIES
Prepares and types vouchers, purchase orders and requisitions;
Maintains registers of simple account distributions according to standard procedures; posts by hand or machine, transactions, charge accounts or entries necessary for the balancing of accounts;
Inspects, examines or credits simple accounts according to departmental procedures for accuracy and conformance;
Balances accounts by adding machine and reconciles totals against individual accounts;
Reconciles bank statements and makes deposits, maintains related files on requisitions, orders, vouchers and amounts;
Prepares and types related reports of transmittal to other departments;
Operates an alpha-numeric keyboard to transcribe data to either tapes, magnetic discs or directly to a computer;
Receives cash and check payments tendered in person and by mail.

KNOWLEDGE, TRAINING AND EXPERIENCE
Good knowledge of modern methods of maintaining and checking financial accounts and records; good knowledge of office terminology, procedures and equipment; good knowledge of business arithmetic and English; ability to type at satisfactory rate of speed; ability to understand and follow detailed oral and written instructions; a high degree of accuracy; resourcefulness; dependability; physical conditions commensurate with the demands of the position.

MINIMUM QUALIFICATIONS
A. Graduation from a regionally accredited or New York State registered two (2) year college or university with an Associate’s Degree in Accounting supplemented by a course in typing; OR
B. Completion of a minimum of sixty (60) semester credit hours at a regionally accredited or New York State registered two (2) or four (4) year college or university which included sixteen (16) semester credit hours in Accounting, supplemented by a course in typing; OR
C. Graduation from high school supplemented by a course in typing, and one (1) year of experience maintaining financial records and accounts; OR
D. Five (5) years of office experience, one (1) year of which involved typing and the maintenance of financial records and accounts; OR
E. An equivalent combination of training and experience as defined by the limits of (A) and (D).

NOTE:	Verifiable part-time and/or volunteer experience will be pro-rated toward meeting full-time experience requirements.



THIS NOTICE IS POSTED IN COMPLIANCE WITH THE COLLECTIVE BARGAINING AGREEMENT BETWEEN THE TOWN OF CHEEKTOWAGA AND THE TOWN OF CHEEKTOWAGA EMPLOYEES ASSOCIATION AND SHALL REMAIN POSTED FOR A PERIOD OF EIGHT (8) WORKING DAYS.  PLEASE SUBMIT AN ORIGINAL BID APPLICATION ADDRESSED TO THE PERSONNEL DEPARTMENT, A COPY OF SAME TO THE PRESIDENT OF THE TOWN OF CHEEKTOWAGA EMPLOYEES ASSOCIATION (Greg Magnuszewski) AND TO THE YOUTH & RECREATION DIRECTOR OF RECREATION (Krystle M. Feind)
