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Accountant/Reporting
Updated:  3/16/2012
FLSA:  Exempt



Dept or Office: Accounting and Financial Services
Summary Description

Responsibilities & Duties

· Assist with monthly closing of accounting records and related reporting as well as year-end financial statement processing, including the annual audit.
· Perform analytical procedures, including investigation of unusual transactions or unexpected variances, on monthly financial reports.

· Assist in financial statement preparation.

· Handle departmental reconciliations that need clear segregation of duties to perform.

· These reconciliations could include those for specific bank accounts and cash.

· Provide support for the development and documentation of departmental policies and procedures.

· Provide support to Assistant Director and department with reporting responsibilities.

Requirements – Education and experience
· Bachelor’s degree or higher in Accounting.
· One year experience in accounting within an accounting department.
· Knowledge of generally accepted accounting principles.
· Fluent in Excel and Access with explanation of level of knowledge.
· Demonstrated excellent oral and written communication skills.
· Excellent organizational and analytical skills.
· Ability to complete tasks under demanding time schedules.
Preferred education and/or experience 
· Experience with Banner/ERP application and policy and procedure development.
Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer
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