Job Title:
Accounting Manager
Job Code:
40865
Salary Plan:
SUP 03

Date Created:
12/01/2011

Job Description, Responsibilities and Qualifications:

Job Description:  This position is responsible for supervising the accounting functions for the accounting sub-unit of the Technical College System.

Responsibilities: 

1. Administers the daily financial and accounting operations including supervision of personnel in processing cash receipts, accounts payable/receivable, bank reconciliations, etc.

2. Balances all financial records at month-,quarter-, and year-end; supervises required month-and year-end closing procedures;

3. Verifies accuracy of and balances all daily financial computer reports and monthly bank statements; maintains all cash and accounts receivable records;

4. Reviews all vendor payments; verifies coding of and authorizes all purchase requisitions ,refunds and travel reimbursements;

5. Enters transactions into accounting systems;

6. Prepares reports and communications;

7. Provides technical assistance to customers and staff;

8. Verifies data and/or monitors compliance of assigned transactions with agency procedures and policies

· Technical Competencies:

· Ability to pay attention to details

· Ability to correctly identify customer or client issues

· Ability to create a satisfactory resolution to issues

· Knowledge of generally accepted accounting and auditing

· Knowledge of state policies and procedures, including those pertaining to accounting, auditing and purchasing functions

Minimum Requirements:

Bachelor’s degree in accounting *and* seven years experience in governmental accounting, five of which would have been in a supervisory capacity.
