
 
CITY OF OAK HILL FL. 
	
 
REQUEST	FOR	QUALIFICATIONS	(RFQ	)	
PART-TIME	CONTRACT	FINANCE	CONSULTANT	SERVICES 
The	City	of	Oak	Hill,	Florida,	seeks	an	experienced	individual	to	provide	part-time	
accounting	and	bookkeeping	as	an	independent	contractor	reporting	to	the	City	
Manager.	The	ideal	candidate	will	be	able	to	perform	duties	related	to	the	day-to-day	
accounting	operations	of	the	City.	Must	be	proficient	in	all	Microsoft	applications,	
Quickbooks,	and	possess	excellent	clerical	and	organizational	skills. 
	
 
DUTIES	AND	RESPONSIBILITIES:•	Assist	City	Manager	with	preparation	and	
administration	of	the	annual	budget•	Prepare	monthly	financial	reports	for	City	Manager	
and/or	citizens	as	required•	Accounts	receivable	entry	including	review	of	daily	deposits	
and	accounts	payable	processing,	including	review	and	payment	of	invoices•	Payroll	
processing	and	related	payroll	reporting•	Bank	account	reconciliations•	General	ledger	
maintenance	and	preparation	of	journal	entries•	Assist	in	providing	requested	reports	to	
auditor	for	annual	audits•	Make	recommendations	to	City	Manager	regarding	development	
and	maintenance	of	financial	policies	and	internal	controls 
	
 
EDUCATION	AND	EXPERIENCE	High	school	diploma	required.	Associate’s	Degree	or	
Bachelor's	Degree	in	business	or	accounting	related	field	from	an	accredited	college	or	
university	preferred.4	-	5	years’	general	office	experience	with	bookkeeping	or	accounting	
skills	including	Word,	Excel,	QuickBooks	or	other	accounting	programs	required.	Valid	
Florida	driver’s	license	required. 
	
 
Pay:	$18.00	to	20.00	per	hour	based	on	experience	and	qualifications.	Must	Pass	a	
Background	check.	
	
Expressions	of	interest	may	be	emailed	to	Megan	Bracy,	Deputy	City	Clerk,	at	
jonesm@oakhillfl.gov. 
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