THE CITY OF BELEN is accepting applications for:
___________________________

FINANCE SPECIALIST
FULL-TIME REGULAR
____________________________

JOB SUMMARY:
Under the Finance Director’s supervision, performs various clerical and routine accounting tasks in
support of the Finance Department. This is advanced, specialized financial specialist work in direct
support of the Finance Director.

ESSENTIAL DUTIES:
















Follows Personnel Policies and Procedures as set forth by the City of Belen;
Posts entries, verifying and reconciling input to financial reporting system, processing payments
and other financial reports;
Responds to inquiries and contacts other departments and/or vendors to resolve a variety of
problems;
Occasionally prepares purchasing, travel, personnel or related documents;
Reconciles various expenditure reports to source documents; distributes and files financial
documents and reports;
Prepares routine entries and posts financial transactions; reconciles entries and internal ledgers
to financial statements;
Researches processing problems, contacts departments and vendors to resolve accounting
problems, and responds to inquiries by telephone or in writing; works complex problems to find
solutions;
Assists in preparation of financials such as quarterly reports, monthly reports and budgets;
Assists in the preparation and performance of annual audits;
Attends training sessions to maintain current knowledge and information in finance;
Assists with verification of all costs incurred by departments;
Assists with coordination of required audits ;
Frequently uses computer skills for spreadsheets and data entry;
Cross trains in other accounting positions as necessary to include Payroll and Accounts Payable,
and Utility Billing.
Other related duties as assigned.

QUALIFICATIONS:















A Bachelor’s degree in Accounting, Business Administration, Finance or related field is preferred
but not required; Or an equivalent combination of education and related work experience must
have good knowledge of basic accounting principles;
One (1) year of specialized training directly related to accounting duties provided through
professional workshops, in-service courses, or college credits;
One (1) year of progressively responsible experience in a field directly related to accounting
duties or an equivalent combination of education and experience;
Basic data entry into excel spreadsheets and word processing skills;
Ability to sort, check, count, and verify numbers. Acute learning skills a must;
Ability to perform accounting procedures and reconciling of accounts;
Knowledge of invoicing, accounts payable and accounts receivable;
Ability to analyze and solve problems independently;
Knowledge of cash management principles and/or procedures;
Interpersonal communication skills, the ability to establish and maintain working relationships
with co-workers, supervisors, other City personnel and the public a must. Oral and written
communication skills essential.
Ability to work independently and to complete daily activities according to work schedule with
little or no supervision;
Valid New Mexico's driver’s license;
Must pass a background check;
Must pass alcohol and drug test and subsequent annual random drug testing.

Application and full position description available at 100 South Main, Belen, NM 87002 or on
the City website - http://www.belen-nm.gov
APPLICATIONS WILL BE ACCEPTED THRU AUGUST 19, 2022
The City of Belen is an Equal Opportunity Employer

