LABOR CATEGORY INFORMATION SHEET
	Labor Category
	SCA Category

	CLERK, ACCOUNTING 
	YES

	GENERAL DUTIES OR EXPERIENCE:

	See Below

	ADDITIONAL REQUIREMENTS

	None

	Level
	eCraft Title
	eCraft Code

	I
	CLERK, ACCOUNTING I
	01011

	Typical Education:

	High school/vocational school degree or GED certificate.  

	Typical Experience:

	3 years experience. Performs one or more routine accounting clerical operations, such as: examining, verifying, and correcting accounting transactions to insure completeness and accuracy of data and proper identification of accounts, and checking that expenditures will not exceed obligations in specified accounts; totaling, balancing, and reconciling collection vouchers; posting data to transaction sheets where employee identifies proper accounts and items to be posted; and coding documents in accordance with a chart (listing) of accounts. Employee follows specific and detailed accounting procedures. Completed work is reviewed for accuracy and compliance with procedures.

	Additional Guidelines:

	None

	Level
	eCraft Title
	eCraft Code

	II
	CLERK, ACCOUNTING II
	01012

	Typical Education:

	High school/vocational school degree or GED certificate.  

	Typical Experience:

	5 years experience.  Uses a knowledge of double entry bookkeeping in performing one or more of the following: Posts actions to journals, identifying subsidiary accounts affected and debit and credit entries to be made and assigning proper codes; reviews computer printouts against manually maintained journals, detecting and correcting erroneous postings, and preparing documents to adjust accounting classifications and other data; or reviews lists of transactions rejected by an automated system, determining reasons for rejections, and preparing necessary correcting material. On routine assignments, employee selects and applies established procedures and techniques. Detailed instructions are provided for difficult or unusual assignments. Completed work and methods used are reviewed for technical accuracy.



	Additional Guidelines:

	None

	Level
	eCraft Title
	eCraft Code

	III
	CLERK, ACCOUNTING III
	01013

	Typical Education:

	High school/vocational school degree or GED certificate.  

	Typical Experience:

	6 years experience.  Maintains journals or subsidiary ledgers of an accounting system and balances and reconciles accounts. Typical duties include one or both of the following: Reviews invoices and statements (verifying information, ensuring sufficient funds have been obligated, and if questionable, resolving with the submitting unit, determining accounts involved, coding transactions, and processing material through data processing for application in the accounting system); and/or analyzes and reconciles computer printouts with operating unit reports (contacting units and researching causes of discrepancies, and taking action to ensure that accounts balance). Employee resolves problems in recurring assignments in accordance with previous training and experience. Supervisor provides suggestions for handling unusual or nonrecurring transactions. Conformance with requirements and technical soundness of completed work are reviewed by the supervisor or are controlled by mechanisms built into the accounting system.

	Additional Guidelines:

	None


