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           ANNOUNCEMENT OF

OPEN POSITION

POSITION:



ACCOUNTANT
LOCATION:




ADMINISTRATION

RESPONSIBLE TO:
       


CONTROLLER
PAY GRADE:




8 / NON-EXEMPT 
NUMBER OF PROGRAM WEEKS: 
52 WEEKS PER YEAR
QUALIFICATIONS:
· Must have a high school diploma/GED  with at least four to five years of experience with account analysis, general ledger and journal entries is plus - or –

· A two-year degree in Accounting plus two to three years of relevant experience. 
· Must be able to perform intermediate level clerical accounting duties, requiring some analysis and individual judgment in the application of routine calculation, verification and posting procedures. 
· Must be familiar with office equipment and personal computer applications including spreadsheets.  
· Requires strong organizational and multi-tasking skills.  
RESPONSIBILITIES:

1. Responsible for account analysis work specific to federal grants and for maintaining strict internal control of Income and Expenditures relative to operating budgets for programs directly charged to this position.
2. Perform selected account reconciliations as assigned.

3. Prepare assigned worksheets and vouchers / claims to grants.

4. Assist the Controller with month-end closing procedures related to federal grants and preparation of financial reports and vouchers.

5. Attend grant related webinars and meetings regarding the federal grant (including frequent internal meetings with program and administrative staff).
6. Monitor all transactions, purchases, and receipts for the federal grant to ensure compliance with applicable contract requirements, budgets, and federal guidelines.  Provide on-going budget vs actual reports and analysis.
7. Be knowledgeable of all fiscal office procedures.
8. Maintain confidentiality.

9. Adhere to relevant health and safety policies and procedures.

10. Perform all other assignments as directed by the Controller.
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