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The Accounting Technician performs a variety of accounting tasks and assists the Finance 
Manager with record keeping and maintenance of financial records. This position also assists 
the Finance Manager with accomplishing the goals of the business plan established by the 
Board of Directors.  
 
The Accounting Technician will be responsible for other tasks as identified by the Finance 
Manager. 

The duties include, but are not limited to: 

• Governmental accounting principles and procedures; sufficient knowledge and ability to 
comply with the generally accepted accounting principles; A/P, A/R; principles of 
business management, including general administrative functions. 
 

The ideal candidate will have the ability to: 
• Demonstrate strong interpersonal and communication skills (both verbal and written), 

and ability to work effectively with staff, consultants and wide range of member 
agencies;  

• Organize and schedule work assignments and deadlines;  
• Demonstrate skills in organizing resources and establishing priorities;  
• Gather data and compile information, and prepare reports;  
• Perform multiple tasks and assignments;  
• Meet and work well under time deadlines;  
• Be knowledgeable and adept in proficiently using a variety of computer programs, 

including, but not limited to Microsoft Word and Excel;  
• Work within SDRMA’s established guidelines and policies;  
• Provide Member services and related financial assistance for members’ staff, including 

responsive and accurate written and oral communications; and 
• Perform other related duties as assigned. 

 
Additional requirements of this position 

• Travel, outside of the greater Sacramento area, if any, should be infrequent;  
• Working nights, weekends or holidays may occasionally be required/necessary; 
• The above job description is intended to represent only the key areas of responsibilities;  

and 
• Specific position assignments will vary depending on the business needs of the  

department. 
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Compensation and Benefits 
 
This position is classified under the Fair Labor Standards Act (FLSA) as non-exempt, hourly. The 
salary range is Level 2, $50,682 - $71,613. 
 
Medical, dental, vision, life, LTD and EAP benefits are covered. SDRMA pays 100% for 
employee only and 50% for dependents. Remaining dependent coverage is available through a 
payroll deduction at employee’s expense.  
 
Social Security and CalPERS participation.  
 
Elective participation in CalPERS 457(b) tax sheltered annuity program. 
 
Paid vacation, sick time, and optional 9/80 schedule (upon completion of probationary period). 
 
To Apply 
 
The recruitment is open until Friday, December 3, 2021. The first 150 applications will be 
screened on Monday, November 29, 2021. Interested candidates must complete our online 
employment application and attach a resume on our website http://www.sdrma.org/about-
us/employment-application. 
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