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TO: Board of Trustees

FROM: Thelma Kubitskey, Director of Accounting

DATE: November',1,2022

SUBJECT: Upgrade Accounting/Benefit Specialist

Please find attached proposed modification to the Accounting/Benefits Specialist job

description.

Over the last couple of years, the Accounting/Benefit Specialist position has taken on

additional responsibilities, including a supervisory role within the accounting

department. ln January the purchasing process was moved to the accounting

department which increased these responsibilities. Because of these additional

duties, and the leadership role, a new job description was created. The new

description includes these new tasks, as well as changing the title to
Accounting/Benefits Coordinator. A grade change is also recommended from a
grade 5 to a grade 7.

Michelle Delancey has held this role for almost two years, she has taken on these

new responsibilities with professionalism, efficiency, and enthusiasm. Even though

Michelle has been with the Township for only two years, she has eight additional
years of governmental accounting experience in finance and treasury. Michelle has

shown her abilities to work without direct supervision, and is able to problem solve

when needed.

Michelle is playing an important role within the accounting department. I am

recommending that this new job description be approved along with moving Michelle

to a grade 7, step 5 effective July 1,2022.



Hamburg Township
Job Description

JoB TTTLE: AccoUNTlNGl3@eeNEElIQ@
(Full-time, Hourly, Non-exempt) Grade 7

REPORIS IO: Director of Accounting

JOB SUMMARY
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Performs a variety of accounting tasks including reconciling cash accounts, processing payroll,

preparing financial reports, and pq,qiq!@g3qi!h p[epa4!S f-or lhe ?.r]f'U?! ?qQit !-]yna! BeSCUtg$ -

responsibilities include interfacing with benefit providers and employees,-3!91 processin$
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administrative changes for employee benefit accounts. Suoervisor of the Account Soecialist

PRIM ARY D UT'ES & RESPOilSIEILIIIES:

't. Reconciles all Township bank and general ledger cash accounts in a timely manner and

conducts research necessary to resolve discrepancies.

2. Processes the Township's bi-weekly payroll. Duties include, but are not limited to, reviewing

timesheets for accuracy/completeness, submitting payroll information to outside payroll service
provider, reviewing payroll reports, preparing/posting payroll journal entries, submits defened
compensation information to the retirement administrator, and other related tasks.

va+i€us monthl y, q uarterly, and an n ual fi nancial reports ir!€!qigBe+.,,

4. Assists the Accountinq Director with the recordinq of the Fixed Assets.

A,6sis+s-Works-Wlth.the Acco-rt0llng.Director-9n.th.q.!4tb pIgp{e!!9nJqr lhq aEUal eqCit, -Q

include preparation of schedules, journal entries, research,pndp{gp?f?-tiSn ol ryol!( p"qp-er:9.

Journalizes and posts cash receipts and utilitv bill Davments and verifies that the Daily

Reports balance with the general ledger.

Reconciles Portage bank accrunts, maintains Portage acmunting records, prepares reports
necessary for the Portage audit, and creates and posts necessary general ledger journal

entries.

Administers employee benefits including health, dental, vision, life, accident, and disabilit{
insurances, health reimbursement account; defined contribution and defined benefit pensions,

and employee leave time.

Processes Unemolovment lnsurance Aqencv. Friend of the Court, disabilitv and worker{
compensation claims.

'10. Reporting, researchino and implementation of the Affordable Cares Act requirements.

1 1 
^TB9!s 

@!3s-Isvrs rygt.Kq@Jqr tg.meetMlqgllA
and @ FPC4F iljurlCs !9 gSHA

12. Responds to external employee verification requests.

aooointments with the Townships medical orovider (Sorinofield Uroent Care).

reouests.

documentation.

7.



16. Receive. review and submit emolovee benefit invoices to Accounts Pavable-

17. Complete the annual estimate and annual audit for the Townshio's workers comoensation

orovider.

'18. Comolete the State of Michioan Occupational Emolovment and Waoe Statistics reoort.

19. Comolete and submit the PatienlCentered Outcomes Research lnstitute Fee (PCORI)

documentation to the lRS.

20. Complete and submit the annual Unemplovment lnsurance Aaencv reimbursement form.

2'1. Complete the annual renewal of the accident insurance policv orovided bv Provident.

22. Comolete the reportino of taxable sick oav for accurate Townshio tax liabilitv reportino.

23. Comolete the filino or notification of Medicare Part D. W-2's and MERS HCSP documents.

24. Uodates deoartment orocedures and the Personnel Policies and Procedures Manual -
Emolovee Handbook as necessary.

OTHER DUTIES & RESPOA'S'BILITIES:

'l.fiqqgqoeq Oversees the agAgvnt9 peJ?llelAgCSS. Qulieg ingluOe, bltt ar-e n-o! limited !o-l& ------
entry-€Linfomatien, assuring inclusion of necessary documentation, P,ePSft-agl:+q!@ - "'-
paym€ntsrtrosti€+in{efmatien reviewino all oostinos to the general ledger, and tEaccounts "'...
payable aging (bills list) for presentation to the Township Board. fqi$q3@9tq qfiqqfg@--
appreval and ensures compliance with the Township purchasing policy.

2 Suooorts the Accountino Director with the reviewl$sqQgg:lqgPqeqilili$d9#he-prgSqgqtFg St -
quartertypustemer S9ry9I 9j!9 anO ol!19l ng.']thly eccSun!9 [eceiv?D]9e^th9ftt?)19999-r. PCqS! .\.'..

"i'. 
..

ealeulating apBlieable delinquent aeeeunt Benalties' reeeneiling related aeeeunts; and t::.

maintaining rela Duties inqlu-d.e.. but ?19-'19!-ljnrited to. $9r1tElV.9elef-clng ',.'

to oeneral ledoers and anv other necessarv reviews-

3. Suoports the Accountino Director with balancinq of the .04qiitqi!q-+he+9!!4!hiE!. 9pe9!?! .\r \.

assessmentpustemer eccgytltC. q!.r!!es ifiqlqq,e.-9.ut aqllol]imiJed. ., \i..

districts, calculating assessment fees, generating tax levies/bills, recording payments received, \,'r \

reconciling related accounts, calculating customer payoffs, and maintaining related \'i
l\documentation. 'i,

4. Provides information and assistance to customers with utility billing and soecial assessment \,'..

questions/issues, and directs customers to the appropriate staff member as needed.

5. Assists in conducting research necessary to resolve billing discrepancies and delinquent
account issues.

6. Performs other duties as assigned.

JOB QUALIFICAIIOIVS:

1. Bachelor's deoree oreferred in accountinq with a minimum of two vears of exoerience (see #2).

or an Associate's degree in accounting with a minimum ef two years ef exBerienoe (see #2) er
nigh-s€h€€ldiplsma with a minimum of fourlgilye-qlg,9f e4efLenCe (qge #2),

2. Related accounting experience including accounts payable and accounts receivable
responsibilities, payroll processing responsibilities, cash reconcillation, updating general

ledger, benefits administration. Governmental accounting experience is preferred.
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3. Abilitv to act with inteqritv. professionalism and confidentialitv.

requlations.

and oavroll taxes. Proficient with BS&A pavroll software and Microsoft office.

6. lnterpersonal skills necessary to communicate effectively with all levels of Township staff,
outside service providers, and others in the exchange of information.

7. Analytical ability and mathematical aptitude necessary to perform accounting functions of
moderate difficulty and conduct research necessary to resolve accounting discrepancies.

8. Computer skills necessary to maintain accounting records and generate related reports and
schedules.

9. Physical ability to occasionally sit in one position for extended periods when working on the
computer. The incumbent is also required to search and transport boxes of financial records
weighing up to 40 pounds.

'10. Mental ability to handle pressures related to meeting deadlines and working on tasks requiring
accuracy and attention to detail.

1 1. 10-Key proficiency desirable

WORKNG CONDITIONS:

1. Normal office environment with little, if any, discomfort due to heat, dust, noise and the like.

This job desciption is intended to descibe the general nature and level of work being pefiormed
by a person assigned to this job. They are not to be construed as an exhaustive list of all job duties
that may be pertormed by a perso, so c/assifled.

I have reviewed this job desciption and find it to be an accurate summary of the position

Employee

Date

Approved by the Township Board of Trustees. (date)


