Bay County Clerk’s Office
Job Description
	[bookmark: _Hlk220516413]Job Title
	Department
	Classification

	Tourist Development Tax Staff Accountant
	Tourist Development Tax (TDT)
	Non-Exempt



Nature of Job: This position is responsible for supporting the financial and administrative operations of the Bay County Clerk’s Tourist Development Tax (TDT) office, with a primary focus on daily operational accounting (accounts payable, accounts receivable, etc.), taxpayer account management, and tax compliance enforcement. This role performs detailed analytical tasks related to disbursements, incoming receipts, account reconciliations, financial reporting, and taxpayer registrations. This role will also support the office as a point of contact for TDT customers and stakeholders and will be expected to provide a high level of customer service. The position requires strong analytical thinking, attention to detail, and the ability to communicate effectively with internal and external parties.
Essential Functions and Responsibilities: The tasks outlined below represent the primary responsibilities of this position. Additional duties may be assigned as necessary to meet operational needs.
Accounts Payable & Financial Operations:
· Reviews, analyzes, and processes invoices, procurement card transactions, and expense reports related to Tourist Development Tax expenditures, ensuring adherence to established policies and procedures, applicable laws, and regulations. This includes reconciling invoices to financial system reports and balances, and processing vendor payments.
· Maintains accounting ledgers by completing periodic reviews of account balances and transactions, verifying and posting journal entry corrections as needed. 
· Resolves vendor payment discrepancies related to purchase orders, contracts, invoices, and credits as necessary.
· Reconciles vendor statements and ensures credits and adjustments are properly applied.
· Maintains accurate records to support audits and internal reviews.

Tourist Development Tax Administration & Compliance:
· Assists with registering new TDT taxpayers and maintaining accurate taxpayer profiles within the tax system.
· Reviews taxpayer accounts to ensure timely filing and payment of taxes.
· Monitors delinquencies and supports compliance efforts through outreach, follow-up, and coordination with internal teams.
· Reviews payment activity, identifies discrepancies or trends, and escalates issues as appropriate.
· Provides analytical support related to TDT collections, payments, and account activity.
· Serves as a point of contact for taxpayers via phone and email, providing clear guidance on registration, payment requirements, and account inquiries.
· Responds to taxpayer questions professionally and accurately, applying analytical reasoning to resolve account issues.
· Maintains confidentiality of sensitive financial and taxpayer information at all times.

General & Organizational Responsibilities
· Protects the organization’s value by maintaining confidentiality and adhering to Clerk policies and procedures.
· Maintains effective working relationships with internal departments, vendors, and the public.
· Applies strong analytical thinking to identify errors, trends, and opportunities for process improvement.
· Ensures adherence to the Clerk’s Mission, Vision, Values, and Standard Operating Procedures.
· Other duties as assigned by the TDT Manager.
Minimum Qualification Requirements:
· Associate’s degree in accounting with 3 years responsible experience in governmental accounting and administrative experience or
· An equivalent combination of education, training, and/or experience (CPA, CGFO, etc.)
· Must be able to speak, read, write, and comprehend the English language.
· Must possess and maintain a valid Florida driver license with a driving record acceptable to the Clerk’s Driving Policy and insurance program.
· A comparable combination of education, training, and/or experience may be substituted, except for the Florida Driver License requirement.

Knowledge Skills and Abilities:
· Knowledge of the Florida Statues and Governmental Accounting Standards
· Knowledge of generally accepted accounting principles, practices and procedures for governmental entities with the ability to apply this knowledge to daily financial accounting and reporting.
· Strong analytical and critical-thinking skills with the ability to interpret financial and taxpayer data.
· Ability to remain professional when dealing with difficult or irate customers.
· Knowledge of accounts payable processes and general accounting principles.
· Working knowledge of Microsoft Excel and other Microsoft Office applications.
· Ability to reconcile accounts, identify discrepancies, and resolve issues accurately.
· High attention to detail and strong organizational skills.
· Ability to communicate effectively, both orally and in writing, with taxpayers and internal stakeholders.
· Ability to establish and maintain effective working relationships with a wide range of individuals.
· Ability to manage multiple priorities and meet deadlines in a detail-oriented environment.
· Knowledge of financial systems and recordkeeping systems with the ability to design, maintain and utilize these systems in a large governmental environment.
· Ability to plan, organize and direct the work of subordinates in a manner conducive to high morale and full performance.
· Ability to promote and maintain effective working relationships with members of the Board of County Commissioners and their staff, the Constitutional Officers, and the general public.
· Ability to prepare complex reports and analyses related to areas of responsibility.
· Ability to express oneself effectively, both orally and in writing.
Working Conditions:
Work is primarily performed indoors but requires some environmental exposure (e.g., outdoor weather and/or field conditions) or irate customers, extreme noise, odors, heights and/or dust. May be required to travel as needed to remote locations.
Risk/Safety Conditions:
See above Working Conditions
Essential Physical Activities:
Stooping, crouching, walking, pulling, lifting, grasping, hearing, seeing up close, seeing far away, kneeling, reaching, pushing, talking, standing, climbing, finger movement, repetitive motions, depth perception. This position may require lifting up to 25 lbs.
By signing below, I agree and understand that I must be able to perform each responsibility set forth above to continue my employment with Bay County.

												
(Print Name)						(Employee number)

												
(Signature)						(Date)



Disclaimer:
The information on this description has been designed to indicate the general nature and level of work performed by employees within this classification. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, environmental conditions, or qualifications required of employees assigned to this job. This document does not create an employment contract, implied or otherwise, other than an “at will” employment relationship. The employer may add to or revise this job description at any time.
THE BAY COUNTY CLERK’S OFFICE IS AN EQUAL OPPORTUNITY EMPLOYER AND A DRUG FREE WORKPLACE.
