
 

The Town of Merrimac is seeking energetic part-time Assistant Town Accountant to work 
under supervision of Town Accountant.  Successful candidate must demonstrate excellent 

communication, interpersonal, analytical, and self-management skills.   

19.5 hours/week at $27.04/hour

Full description available on the town’s 
website: www.townofmerrimac.com/employment-opportunities. 

Send applications, cover letters, and resumes to Anne Jim at ajim@townofmerrimac.com. 

mailto:CPerkins@townofmerrimac.com
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ASSISTANT TOWN ACCOUNTANT 

Position Purpose: 

The purpose of this position is to provide the Town Accountant with assistance to perform 

and manage the development, operation and maintenance of financial information and 

internal control systems for the town in conformance with Massachusetts Statutes and town 

Bylaws and accounting standards promulgated by the Bureau of Accounts.  Performs all 

work as required under supervision of the Town Accountant.  

Supervision: 

Supervision Received:   Works under the general direction of the Town Accountant and in 

accordance with applicable Massachusetts General Laws, town policies, town bylaws, and 

relevant state, federal and local regulations and standards.  

Supervision Given:  None. 

Job Environment: 

Work is performed under typical quiet office conditions; work environment is moderately 

noisy. 

Operates a variety of office equipment, such as a laptop computer system, calculator, 

Voice-Over Internet Protocol phone system, and copier. 

Has seldom contact with the public; frequent contacts with town department personnel, 

vendors and Massachusetts field representatives and attorneys.   Contact is by telephone, 

in person, written correspondence and personal meetings.  Contacts involve furnishing 

information and to assist in resolving questions or concerns pertaining to the financial 

operation of the town.  

Has access to department confidential information. 

Errors could result in significant confusion and delay, loss of division services, and have 

serious financial repercussions; errors could cause exposure for the town to certain legal 

liabilities. 

Essential Functions: 

(The essential functions or duties listed below are intended only as illustrations of the 

various types of work that may be 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.) 

Performs with supervision, accounting operations ensuring compliance with Massachusetts 

General Laws; reconciling, closing and filing regulatory reports with the Commonwealth. 
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Assists with review of bi-weekly vendor and payroll warrants confirming validity of 

expenditures against appropriations. Enters invoices for payment and assists with reviews 

of invoices entered by departments. 

Evaluates accounting requirements during discovery meetings, avoiding misstatements and 

fostering transparency in operations. 

Assists with internal audits, verifying accuracy of General Ledger; prepares journal entries 

into computerized system. 

Gathers and organizes documents for annual audit.  

Batches all warrant and receipt information into the computerized accounting system. 

Generates monthly Appropriation/Expenditure Reports by department.  

Additional point of contact regarding issues with telecommunications (landlines, cell 

phones), copiers, and office supplies. 

Assists Town Accountant with various data entry of state reports: Schedule A, Tax 

Recapitulation, and Balance Sheet. 

Enhances operational efficiency, trains users in accounting software and provides them 

secured access to enter vouchers, perform vendor/budget inquiries and generate reports. 

Attends seminars and conferences to remain current on procedures. 

Performs similar or related work as required, directed or as situation dictates. 

Recommended Minimum Qualifications: 

Education, Training and Experience: 

Associate’s degree in accounting or related field, plus practical knowledge of municipal 

accounting procedures and practices; familiarity with Mass. General Laws pertaining to 

municipal accounting. 

Special Requirements: 

Certified Government Accountant (CGA), preferred but not required 

Knowledge, Ability and Skill: 

Knowledge:  Thorough knowledge of office procedures, state procurement laws, 

bookkeeping practices and budgetary functions; Knowledge of UMAS chart of accounts; 

Knowledge of the standard principles, procedures, records, and forms related to 

computerized accounting systems. 
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Ability:  Ability to communicate effectively both verbally and in writing.  Ability to 

maintain complex financial records and to provide information and prepare reports from 

such records, especially computer reports.  Ability to gather data, compile information and 

prepare reports. Ability to analyze and solve problems and to manage/organize multiple 

tasks in an efficient manner. Ability to interact effectively with all individuals.   

Skill:  Excellent planning and organizational skills.  Specialized skills in utilizing a variety 

of computer and accounting software systems to include MS Office.  Excellent computer 

skills in utilizing personal computers, particularly with financial and spreadsheet 

applications.   

Physical  Requirements: 

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.  Regularly required to walk, stand, sit, talk, and hear; operate objects, 

tools or controls; pick up paper, files, and other common office objects.  Ability to view 

computer screens and work with details for extended periods of time.  Ability to operate a 

keyboard and calculator at an efficient speed.  

(This job description does not constitute an employment agreement between the employer and 

employee.  It is used as a guide for personnel actions and is subject to change by the employer as 

the needs of the employer and requirements of the job change.) 
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