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AGENDA  
 CITY COUNCIL 

 CITY OF IMPERIAL  

200 WEST 9TH STREET 

IMPERIAL, CA 92251-1637 

JULY 21, 2021  

CLOSED SESSION 6:30 PM 

OPEN SESSION 7:00 PM 
 

THIS MEETING WILL BE CONDUCTED PURSUANT TO THE PROVISIONS OF THE 

GOVERNOR’S EXECUTIVE ORDER N-29-20 

 

1. You are encouraged to observe the City Council meetings via Livestream at the City of Imperial 
Facebook page. 

2. Email public comments to cityclerk@cityofimperial.org by 5:00 pm on Wednesday, July 21, 2021. 
Comments received by 5:00 pm will be read into the record.  

 

TELECONFERENCE NOTICE 

 
Pursuant to Executive Order N-29-20 issued by Governor Gavin Newsom on March 17, 2020 and to the extent 
applicable Government Code Section 54953(b), this City Council Meeting may include teleconference 
participation by the City Council Members and City staff. Consistent with Executive Order N-29-20 
teleconference locations utilized by City Council Members shall not be accessible to the public and are not subject 
to special posting requirements. 
 

The Imperial City Council meetings, including public comments, are being Livestreamed on the City’s 

social media pages. By remaining in the room, you are giving your permission to be recorded. 
 
IN COMPLIANCE WITH THE AMERICANS WITH DISABILITIES ACT, IF YOU NEED SPECIAL 

ASSISTANCE TO PARTICIPATE IN THIS MEETING, PLEASE CONTACT THE BUILDING & SAFETY 

DIRECTOR, (760) 355-1152.  NOTIFICATION 48 HOURS PRIOR TO THE MEETING WILL ENABLE THE 

CITY TO MAKE REASONABLE ARRANGEMENTS TO ENSURE ACCESSIBILITY TO THIS MEETING 

[28CFR 35.102-35.104 ADA TITLE II] 

 

A. CITY COUNCIL CONVENES TO CLOSED SESSION AT 6:30 PM. 
This is a CLOSED SESSION in which the COUNCIL discusses matters in closed as opposed to open session.  
Only those matters authorized by the Brown Act as permissible CLOSED SESSION subjects will be discussed.  
They are as follows: 
 

A-1. SUBJECT: CONFERENCE WITH LEGAL COUNSEL-ANTICIPATED LITIGATION. 

Initiation of litigation pursuant to paragraph (4) of subdivision (d) of Section 54956.9 
 Two potential cases 
 

A-2. SUBJECT: CONFERENCE WITH LABOR NEGOTIATOR (54957.6) 

 Agency Negotiators:  City Manager 
Employee Organization Management, Supervisory, Professional, Confidential, and Police 
Captain/Unrepresented 
 

A-3. SUBJECT: EMPLOYEE PERFORMANCE EVALUATION (54954.5(e)) 

 Title: City Manager 
 
CITY COUNCIL ADJOURNS CLOSED SESSION 
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B. CITY COUNCIL RE-CONVENES TO OPEN SESSION AT 7:00 P.M. 

 

ROLL CALL 

PLEDGE OF ALLEGIANCE  

ADJUSTMENTS TO THIS AGENDA  

ANNOUNCEMENT OF ACTION TAKEN IN CLOSED SESSION 

 

C.  PUBLIC APPEARANCES: 

 

C-1. Matters not appearing on the agenda.  If you wish to address the COUNCIL concerning any item 
within the COUNCIL’S jurisdiction, please raise your hand and be acknowledged by the MAYOR, and 
at that time state your name and address for the record.  The MAYOR reserves the right to place a time 
limit on each person’s presentation of three (3) minutes.  It is requested that longer presentations be 
submitted to the Council in writing. 
 
C-2. Matters appearing on the agenda.  If you wish to address the COUNCIL concerning any item 
appearing on the agenda, please raise your hand and be acknowledged by the MAYOR, and at that time 
state your name and address for the record.  The MAYOR reserves the right to place a time limit on each 
person’s presentation of three (3) minutes.   
 
D.  CONSENT AGENDA: 
All items appearing under “Consent Agenda” will be acted upon by the City Council by one motion without discussion.  
Should any Council member or other person request that any item be considered separately that item will then be taken up at 
the time as determined by the MAYOR 

 

D-1. Approval of claims/warrants report.  
D-2. Continue emergency action for repairs at the Aten Blvd. and Cross Rd. intersection as declared 

by Resolution 2021-07. 
D-3. Approval of minutes for regular and special City Council meetings of May 19, 2021, June 2, 

2021, and June 16, 2021. 
D-4. Approval of agreement between City of Imperial and Code Exxperts for website development 

services for the term of one (1) year in the amount of $20,298.94. 
D-5. Authorize partial reconveyance to Morningside Ventures LLC for lots 355-363 and 391-399 per 

FM 27/86 – Mayfield Subdivision Unit 3C. 
D-6. Approve purchase of maintenance parts and service for Alum Pump – Water Treatment Plant 

from CPC Systems in the amount of $12,990.34 + 15% factory increase after July 9, 2021. 
D-7. Approve purchase of signal system upgrade from Western Systems Solutions in the amount of 

$118,292.29 – Streets. 
D-8. Approval to reject bids and authorize re-bid of the Imperial Apartment Rehabilitation Project. 
D-9. Approval of 1st amendment to employment agreement between City Manager and City of 

Imperial. 
D-10. Approval of 1st amendment to employment agreement between Police Chief and City of 

Imperial. 
D-11. Approval of Resolution No. 2021-46, Establishing benefits for unrepresentative employees of the 

City of Imperial. 
D-12. Ratification of Parks Director job description. 
D-13. Ratification of Financial Analyst job description. 
D-14. Establishment of Records Clerk job description and range classification. 
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E. ACTION ITEMS:  (DISCUSSION/ACTION – APPROVE-DISAPPROVE) 

 

E-1. SUBJECT: DISCUSSION/ACTION: RENAMING OF SKY RANCH PARK TO 

“DEPUTY ANTHONY REDONDO MEMORIAL PARK”. 

 

1. Approval of Resolution No. 2021-47, Rename Sky Ranch Park as “Deputy Anthony 
Redondo Memorial Park”. 

 

E-2. SUBJECT: DISCUSSION/ACTION: ZONE CHANGE AND GENERAL PLAN 

AMENDMENT FROM R-1 (SINGLE FAMILY RESIDENTIAL) TO OS 

(OPEN SPACE) ON THE FOLLOWING ASSESOR PARCEL NUMBER: 

063-250-011 AND ADOPTION OF NEGATIVE DECLARATION. 

 

1. Adoption/2nd reading by title only of Ordinance No. 812, Approving the Zone Change and 
General Plan Amendment from R-1 (Single-family Residential) to OS (Open Space). 

2. Adoption of Resolution No. 2021-48, reaffirming the adoption of a Mitigated Negative 
Declaration and General Plan Amendment. 

 

E-3. SUBJECT: DISCUSSION/ACTION: APPOINTMENT OF CITY CLERK AND 

ESTABLISHMENT OF COMPENSATION. 

 

1. Appointment of City Manager as Interim City Clerk. 
2. Adoption of Resolution No. 2021-49, Amending compensation for the position of City Clerk. 

 

E-4. SUBJECT: DISCUSSION/ACTION: OPPOSITION OF SB 262. 

 

1. Support/Oppose SB 262- Zero Bail Legislation. 
 

F. REPORTS: 

 

F-1. SUBJECT: DEPARTMENT REPORTS.  

F-2. SUBJECT: CITY MANAGER REPORT. 

F-3. SUBJECT: MAYOR AND COUNCIL MEMBER REPORTS. 

 

 

ADJOURN CITY COUNCIL MEETING UNTIL THE NEXT REGULARLY SCHEDULED 

MEETING, WEDNESDAY, AUGUST 4, 2021 AT 7:00 P.M. 

  

 

 
NOTE:  Any documents produced by the City and distributed to a majority of the City Council/Agency Board regarding any 
item on this agenda will be made available at the front counter at City Hall, located at 420 S. Imperial Avenue, during normal 
business hours. 



Check Register Report 

Date: 07/15/2021 

Time: 10:33 am 

CITY OF IMPERIAL BANK: UNION BANK Page: 4 

Check Check Status Void/Stop Reconcile Vendor 
Vendor Name Check Description Amount 

Number Date Date Date Number 

UNION BANK Checks 

99505 06/30/21 Printed 1599 ACE UNIFORMS & 226.24 
ACCESSORIES 

99506 06/30/21 Printed 195 ALLIED WASTE 127,722.59 

99507 06/30/21 Printed 6933 AT&T 45.17 

99508 06/30/21 Printed 1851 AT&T LONG DISTANCE 952.47 

99510 06/30/21 Printed 7158 BLUETARP FINANCIAL, INC. 557.50 

99511 06/30/21 Printed 4471 CABLES PLUS LLC 187.50 

99512 06/30/21 Printed 7438 CENOVIA ARROYO 24.87 

99513 06/30/21 Printed 3029 CLAIREMONT EQUIPMENT 258.60 

99514 06/30/21 Printed 6222 CODE EXXPERTS, LLC 795.66 

99515 06/30/21 Printed 1744 CONVEYOR GROUP 1,798.50 

99517 06/30/21 Printed 6857 COUNTY MOTOR PARTS CO, 668.12 

99518 06/30/21 Printed 3135 
INC 
COUNTY OF SAN DIEGO, RCS  1,824.00 

99519 06/30/21 Printed 4049 DIVISION OF THE STATE 16.00 

99520 06/30/21 Printed 7355 EDGAR BEL TRAN 570.00 

99521 06/30/21 Printed 207 EL CENTRO MOTORS 64.87 

99522 06/30/21 Printed 226 EL CENTRO REGIONAL 37.00 

99523 06/30/21 Printed 6250 ENVIRONMENTAL WATER 5,228.32 
SOLUTIONS, 

99524 06/30/21 Printed 4552 FERNANDO VIESCA 170.53 

99525 06/30/21 Printed 3039 HOLTVILLE TRIBUNE 2,100.00 

99526 06/30/21 Printed 2096 HOME DEPOT CREDIT 119.67 
SERVICES 

99527 06/30/21 Printed 1485 HOWES, WEILER & 13,652.50 
ASSOCIATES 

99528 06/30/21 Printed 4271 IMPERIAL COUNTY HUMANE 540.00 
SOCIETY 

99529 06/30/21 Printed 028 IMPERIAL IRRIGATION 53,668.48 
DISTRICT 

99530 06/30/21 Printed 4264 IMPERIAL IRRIGATION 7,920.00 
DISTRICT 

99531 06/30/21 Printed 221 IMPERIAL PRINTERS 393.65 

99532 06/30/21 Printed 3187 IMPERIAL TRUSS & LUMBER 10.76 
co. 

99533 06/30/21 Printed 1555 IMPERIAL VALLEY PRESS 231.49 

99534 06/30/21 Printed 1195 IVROP 84.00 

99535 06/30/21 Printed 7437 JASMINE SALAS 114.31 

99536 06/30/21 Printed 5580 KOPPEL & GRUBER PUBLIC  12,891.55 
FINANCE 

99537 06/30/21 Printed 7439 MELANIE BANUELOS 24.93 

99538 06/30/21 Printed 3080 NOBEL SYSTEMS 3,149.78 

99539 06/30/21 Printed 1518 PROFORCE LAW 235.91 
ENFORCEMENT 

99540 06/30/21 Printed 6864 ROLANDO BEL TRAN JR. 550.00 

99541 06/30/21 Printed 1637 ROMEO'S CAR WASH 330.00 

99542 06/30/21 Printed 979 SELLERS PETROLEUM 10,433.91 

99543 06/30/21 Printed 1367 SHRED-IT 71.70 

99544 06/30/21 Printed 2365 SPARKLETTS 405.20 

99545 06/30/21 Printed 7436 SUPERIOR RECREATIONAL 37,898.47 
PRODUCTS 

99550 06/30/21 Printed 5837 U.S. BANK 3,909.78 

99551 06/30/21 Printed 2008 UNITED PARCEL SERVICE 13.38 

99552 06/30/21 Printed 1994 URBAN RESTORATION 521.72 
GROUP US INC 

99553 06/30/21 Printed 611 VERIZON WIRELESS 3,497.79 

99554 06/30/21 Printed 5639 WAGEWORKS, INC 50.00 















































































QUOTATION

Quantity Item Description Unit Price Amount

***************************

FACTORY PRICE INCREASE ON 7/9/21 UP

TO 15%

****************************

0.01 SERVICE FOR PULSAFEEDER POLYMER,

HYPO, AND ALUM PUMPS

{S/N: N647619-1-4, AA965549-1, AA965723-1,

AA965723-1}

FIELD SCOPE: INSPECT & TEST

(CUSTOMER SUPPLIED PARTS BELOW)

2.00 P/N: 7H-1GL 121.00 242.00

PULSALUBE PREMIUM 7H 1GAL

1.00 P/N: 1HG-1GL 101.00 101.00

PULSALUBE UNIVERSAL 1HG 1GAL

*P/N: NPK7LVVCBCC

MESSAGE: OBSOLETE ITEM

REPLACED BY:  HPK7LVVCBCC

8.00 P/N: *HPK7LVVCBCC 646.00 5,168.00

KOPKIT PULSAR 25H/55H-B HEAD

2.00 P/N: NPKAAAECCEE 1,087.00 2,174.00

KOPKIT PULSAR 25H/55H C-HEAD

2.00 P/N: KZ11863 1,361.00 2,722.00

KOPKIT 680

8.00 P/N: 6439/6443-CPC 150.00 1,200.00

CORE TUBE ASSY (CPC)

8.00 P/N: SKEAST2V11-PV 225.00 1,800.00

Quote Number: CSIQ 00633-B-SFS Rv2

Quote Date: Jul 19, 2021

Sales Rep

Quoted To:

CITY OF IMPERIAL
420 S. IMPERIAL AVE.
~~~ email invoices ~~~
IMPERIAL, CA 92251

Good Thru

8/18/21

Customer ID Payment Terms

Page:

CITY OF IMPERIAL -01 Net 30 Days SERVICE

1

TOTAL Continued

Sales Tax Continued

Subtotal Continued

15861 Business Center Dr
Irwindale, CA 91706
United States

Voice:

Fax:

626-856-1157

626-856-5658

ShipTo:

Subject to sales tax unless otherwise noted.
Freight not included unless otherwise noted.
No prepayment discounts offered by CSI.

CITY OF IMPERIAL WTP
201 S. B STREET
IMPERIAL, CA 92251

Freight

www.cpcsystemsinc.com

REVISED QUOTE



QUOTATION

Quantity Item Description Unit Price Amount

SEAL KIT (CPC)

FREIGHT: FOB FACTORY (ROCHESTER, NY)

SHIP:  PP&A

LEAD: 2-3 WEEKS

Quote Number: CSIQ 00633-B-SFS Rv2

Quote Date: Jul 19, 2021

Sales Rep

Quoted To:

CITY OF IMPERIAL
420 S. IMPERIAL AVE.
~~~ email invoices ~~~
IMPERIAL, CA 92251

Good Thru

8/18/21

Customer ID Payment Terms

Page:

CITY OF IMPERIAL -01 Net 30 Days SERVICE

2

TOTAL 14,446.04

Sales Tax 1,039.04

Subtotal 13,407.00

15861 Business Center Dr
Irwindale, CA 91706
United States

Voice:

Fax:

626-856-1157

626-856-5658

ShipTo:

Subject to sales tax unless otherwise noted.
Freight not included unless otherwise noted.
No prepayment discounts offered by CSI.

CITY OF IMPERIAL WTP
201 S. B STREET
IMPERIAL, CA 92251

Freight

www.cpcsystemsinc.com
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FIRST AMENDMENT TO CITY OF IMPERIAL 

CITY MANAGER EMPLOYMENT AGREEMENT 

THIS FIRST AMENDMENT TO AGREEMENT (“First Amendment”) is made and entered into 

this 21st day of July 2021, by and between the City of Imperial, a municipal corporation of the 

State of California (“Employer”) and Dennis H. Morita (“Employee”). Collectively Employer 

and Employee are referred to as “the Parties”. 

WITNESSETH 

WHEREAS, the parties have entered into an employment agreement dated June 17, 2020, 

(“Agreement”); and 

WHEREAS, the Parties wish to amend the Agreement as set forth herein. 

NOW THEREFORE, in consideration of the mutual covenants herein contained, the 

Parties agree as follows: 

1. The above referenced recitals are true and correct and are incorporated herein by this

reference.

2. Section 6 of the Agreement is rescinded and restated as follows:

“Employer agrees to pay Employee for his services rendered pursuant hereto an

adjusted annual base salary of one hundred sixty-six thousand six hundred twenty-

five dollars ($166,625.00), representing an amount equal to his base salary under the

Agreement, plus a 5% salary increase pursuant to section 6 of the Agreement, and a

2.5% cost of living adjustment. The adjusted annual base salary is payable in

installments at the same time as other management employees of the Employer are

paid. The Employee’s adjusted base salary may be increased by no less than 2.5%

after each year of employment following a satisfactory performance evaluation

provided for in Section 7 of this Agreement. Subject to Employer approval, Employee

is eligible to receive cost of living increases at the same time and in an amount

received by any unrepresented management employee. Notwithstanding the forgoing,

through this First Amendment Employee has received the applicable cost of living

adjustment for fiscal year 21-22.”

3. Section 10 of the Agreement is rescinded and restated as follows:

“Employee shall receive health insurance, retirement and other benefits at the same

time, and in the same amount and manner, as received by any unrepresented

management employee. The term “benefits” shall include any one-time stipend

afforded to any unrepresented management employee. Employee shall receive the

one-time stipend in the same manner and at the same time as the first unrepresented

management employee to receive such stipend.”
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4. Except as specifically set forth herein, the terms of the Agreement shall remain in full 

force and effect. 

 

IN WITNESS WHEREOF, the Parties have caused this First Amendment to be signed 

and executed to be effective July 1, 2021. 

 

 

EMPLOYER:      EMPLOYEE: 

 

City of Imperial 

 

 

________________________________  ________________________________ 

Karin Eugenio, Mayor    Dennis H. Morita 

 

 

 

ATTEST: 

 

 

________________________________  

Debra Jackson, City Clerk    
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FIRST AMENDMENT TO CITY OF IMPERIAL 

POLICE CHIEF EMPLOYMENT AGREEMENT 

THIS FIRST AMENDMENT TO AGREEMENT (“First Amendment”) is made and entered into 

this 21st day of July 2021, by and between the City of Imperial, a municipal corporation of the 

State of California (“Employer”) and Leonard Barra (“Employee”). Collectively Employer and 

Employee are referred to as “the Parties”. 

WITNESSETH 

WHEREAS, the parties have entered into an employment agreement dated December 20, 

2017, (“Agreement”); and 

WHEREAS, the Parties wish to amend the Agreement as set forth herein. 

NOW THEREFORE, in consideration of the mutual covenants herein contained, the 

Parties agree as follows: 

1. The above referenced recitals are true and correct and are incorporated herein by this

reference.

2. Section 2 of the Agreement is rescinded and restated as follows:

“Compensation: Employee shall be paid an annual salary of one hundred thirty-one

thousand three hundred ninety-three dollars and no cents ($131,393), representing an

amount equal to his base salary under the Agreement, plus a cost of living

adjustments through fiscal year 2021-2022. Pay periods shall coincide with other

unrepresented management employees. In the event Employee receives an Executive

level POST Professional Peace Officer Certificate, his salary will be increased by

5%.”

3. Section 8 of the Agreement is rescinded and restated as follows:

“Other Benefits: Employee shall continue to accrue vacation and sick leave at the

same rate as other unrepresented management employees with his years of service.

Employee shall receive other benefits (health insurance, etc.) as are available to

unrepresented management employees. In the event of a conflict between the benefits

received by unrepresented management employees and this Agreement, the terms of

this Agreement shall control. The term “benefits” for this Section shall include any

one-time stipend afforded to any unrepresented management employee. Employee

shall receive the one-time stipend in the same manner and time as the first

unrepresented management employee to receive such stipend.”

4. Except as specifically set forth herein, the terms of the Agreement shall remain in full

force and effect.
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IN WITNESS WHEREOF, the Parties have caused this First Amendment to be signed 

and executed to be effective July 1, 2021. 

 

 

EMPLOYER:      EMPLOYEE: 

 

City of Imperial 

 

 

________________________________  ________________________________ 

Dennis H. Morita, City Manager    Leonard J. Barra, Chief of Police 

 

 

ATTEST: 

 

 

________________________________  

Debra Jackson, City Clerk    
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CITY OF IMPERIAL 

JOB DESCRIPTION 

FINANCIAL ANALYST 

Range 78  

MSPC Salary Schedule 

Classification/Group: Confidential 

Full-Time Exempt 

Department: Administrative Services Department 

DEFINITION: 

Under the direction of the Administrative Services Director, or providing departmental support to the City’s 

many departments and utility operations, including preparation, validation, analysis and review of financial 

information and systems to ensure accurate and timely financial reporting; perform a variety of complex 

accounting and bookkeeping functions such as payroll, accounts payable and business licensing;  prepare 

invoices, checks, requisitions and related financial statements and documents; review, process, evaluate 

and ensure accuracy of a variety of back statements and financial information; respond to inquiries 

regarding accounts payable and business licensing; prepare and maintain a variety of auditable financial 

records and reports. 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  

• Promote long term financial planning and forecasting;

• Encourage the corporate use of available financial information and strive to continuously improve

upon the information and processes available to support the departments and the corporation as a

whole;

• Assist in maintaining the integrity of information in the financial systems;

• Develop policies and procedures that encompass sound business and financial processes and

internal controls;

• Assist in other special projects as a finance resource.

• Perform a variety of accounting duties in support of complex accounting functions such as payroll,

general business licensing, business licensing for taxi cabs and accounts payable; prepare and

maintain financial statements, materials and documents; audit accounts for errors and make

appropriate adjustments; review, adjust and ensure accuracy of journal entries.

• Prepare financial documents and reports for the City’s Housing Rehabilitation program; gather and

record related program financial information including W-2s and accounts payable closings;

prepare state reports and submit for approval.

• Respond to a variety of questions regarding business licensing, accounts payable, City’s accounting

policies and related procedures.

• Maintain general ledger and designated cash accounts as assigned; monitor funds for income and

expenditures and make appropriate adjustments; prepare related financial statements; recommend

transfer of funds as appropriate; ensure accuracy of related transactions.

• Maintain accounting schedules as assigned; prepare related journal entries and reports; maintain

related invoices and purchase requisitions; verify assets to assist auditors and administrators as

requested.

• Input and update a variety of financial data into an assigned computer system; maintain automated

financial records and files; generate and distribute a variety of computerized reports as assigned;

ensure accuracy of input and output data.
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• Research, compile, prepare and revise accounting data regarding assigned accounts; prepare and 

maintain a variety of auditable financial records, reports and files related to assigned accounts, 

income, expenditures, reconciliations, statements and assigned activities. 

• Assemble, match, sort, tabulate, check and post a variety of financial data such as income and 

expenditures to appropriate accounts; review data for accuracy and completeness. 

• Operate a variety of office equipment including a calculator, computer and assigned software. 

• Communicate with personnel and various outside agencies to exchange information and resolve 

issues or concerns. 

• Participate in a variety of other assigned activities such as preparing employee salary advances, 

processing tax data, preparing billing statements, monitoring suspicious activities, and other 

activities as assigned.  

• Assist in ensuring financial transactions comply with established State and local laws, codes, rules, 

regulations, policies and procedures. 

 

OTHER DUTIES: 

• Perform related duties as assigned. 

REQUIRED QUALIFICATIONS:  

 

Education and Experience: 

• Any combination equivalent to: Associate’s degree in accounting or related field and three (3) 

years clerical accounting experience. 

• Two (2) years of progressively responsible accounting and budget development experience, 

preferably in a municipal environment 

• Intermediate skill level in MS Excel preferred  

 

Licenses and other Requirements: 

• N/A 

 

Knowledge of:  

• Municipal and utility accounting experience, including a working knowledge of relevant 

legislation and municipal policy, is an asset; 

• Must demonstrate corporate competencies: Customer Focus, Results Orientation, Integrity, and 

Teamwork; 

• In-depth understanding of business operations, processes and internal controls; 

• Strong working knowledge of budgetary accounting and reporting processes necessary to develop 

efficient and effective systems and procedures; 

• Strong customer service skills, including the ability to establish good working relationships with a 

variety of internal and external clients and the public; 

• Demonstrate discretion when dealing with confidential information; 

• Strong organizational skills with the ability to prioritize work in a demanding environment; 

• Demonstrate accuracy and attention to detail; 

• Knowledge of related policies, procedures, legislation and initiatives; 

• Financial and statistical record-keeping techniques.  

• Preparation of financial statements and comprehensive accounting reports. 

• General accounting and business functions of a governmental organization. 

• Use and processing of requisitions, purchase orders, invoices and related documents. 

• Data control procedures and data entry operations. 



 

Financial Analyst  Page 3 of 3 

 

• Modern office practices, procedures and equipment.  

• Interpersonal skills including tact, patience and courtesy.  

 

Ability to: 

• Perform a variety of technical accounting duties in the review, evaluation and adjustment of 

assigned accounts. 

• Maintain accurate financial and statistical records. 

• Prepare and evaluate comprehensive accounting reports and statements. 

• Verify, balance and adjust accounts. 

• Review, process, evaluate and verify a variety of financial information. 

• Identify, investigate and resolve financial errors and discrepancies. 

• Issue and distribute vendor and claim reimbursement payments as assigned. 

• Monitor and audit income and expenditures. 

• Assemble, organize and prepare data for records and reports. 

• Reconcile, balance and audit assigned accounts. 

• Compare numbers and detect errors efficiently. 

• Operate standard office equipment including a computer and assigned software. 

• Communicate effectively both orally and in writing. 

• Establish and maintain cooperative and effective working relationships with others. 

• Meet schedules and timelines. 

• Perform arithmetic calculations quickly and accurately. 

WORKING CONDITIONS: 

Work Environment:  

• Indoor/Office environment.  

 

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. 

• Dexterity of hands and fingers to operate a computer keyboard. 

• Seeing to read a variety of materials. 

• Hearing and speaking to exchange information. 

• Sitting for extended periods of time. 

The information contained in this job description is for compliance with the Americans with Disabilities 

Act (A.D.A.) and is not an exhaustive list of the duties performed.   
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