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CITY OF SHREWSBURY, MISSOURI 
POSITION DESCRIPTION 

FINANCE CLERK  

 
 
GENERAL PURPOSE 
 

Part-time position (20-24 hours per week/0.50-0.60 FTE) supports the daily operations of 
the Finance Department by performing a variety of complex accounting, financial, and 
administrative assignments. Works with the team in a fast-paced and technology driven 
environment to provide accurate and timely results.  

 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

 Performs various duties under tight deadlines for month-end closing process, including but 
not limited to bank reconciliations, journal entries, balance sheet and income statement 
reconciliations, document scanning, and document filing. 

 Supports and serves as a back-up for the Finance Manager in a variety of functions, such 
as processing payroll, accounts payable, accounts receivable, and fixed assets. 

 Prepares and updates process documentation for position, which includes a detailed 
description of steps necessary to complete departmental tasks.  

 Assists the Finance Manager in the issuance of business, liquor, vending, and 
solicitation licenses. 

 Assists with year-end closing process and preparation for the annual audit. 
 Other duties or projects as assigned by the Director of Finance. 

 
DESIRED MINIMUM QUALIFICATIONS 

Education: 
 

Graduation from a high school or GED equivalent, with specialized course work 
in accounting. Associate’s or Bachelor’s Accounting degree strongly preferred. 

Experience: 
 

Three (3) to five (5) years of increasingly responsible, related experience 
(experience in local government strongly preferred), or any equivalent combination 
of related education and experience. 

 
Necessary Knowledge, Skills, and Abilities: 
 

 Ability to perform accounting procedures; knowledge of cash management and bank 
reconciliation principles; and knowledge of payroll, accounts payable, and accounts 
receivable policies and procedures.  

 Proficient skills in Microsoft Excel, Word, and Outlook are required, and experience with 
accounting software is a strong plus. 

 Strong organizational skills and the ability to manage multiple assignments is essential to 
complete tasks within specified and competing deadlines.  

 
COMPENSATION  
 

Hourly wage rate of $22-$24. 


