State of Georgia Job Description

	Job Title: Accountant (DTAE) 
Job Code: 40844 
Last Update: 01/01/2002 
Salary Plan: DTAE Support Staff Salary Plan (SUP) 
Pay Grade: 03 
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Job Description, Responsibilities, Standards, and Qualifications 

Job Description:
Under general supervision, performs accounting functions which are standard, but complex and varied in scope for a technical college. Independently records financial transactions, performs reconciliations and prepares accounting reports. Responsible for recording cash/check receipts for student registration. Maintains accounting file information. Processes complex receivables, payables. May perform purchasing or other related duties. May enter budget amendments. May supervise technical/clerical staff. 




Job Responsibilities & Performance Standards:
1.
Records or directs the recording of financial transactions, such as expenditure documents, revenue receipts and payroll actions into journals, ledgers and/or automated accounting systems. Categorizes revenue and/or expenditures into accounts and resolves recording errors. May assign accounting codes. (Performed by all incumbents) 
1.
Receives and accurately batches source documents according to applicable methods.
2.
Accurately records transactions in a timely manner and according to established procedures and system guidelines.
3.
Adequately analyzes and reviews recorded transactions to ensure accuracy of entry. Appropriately determines sources of errors and/or makes corrections.
4.
Categorizes revenue into appropriate accounts.
5.
May assign correct accounting codes according to established guidelines.

2.
Processes accounts payable such as complex invoices and shipment documents, partial payments, discounts and other transactions which may involve multiple state chart of accounts. (Performed by some incumbents) 
1.
Correctly matches and verifies invoice amounts to source documents.
2.
Accurately calculates and verifies amounts of payments.
3.
Issues checks within established time frames.

3.
Oversees or participates in the compilation of data and prepares standard accounting reports, such as Pell and HOPE spreadsheets for revenue journal entries. (Performed by all incumbents) 
1.
Performs adequate research to collect accurate and appropriate data.
2.
Compiles data and prepares reports according to guidelines for format and content.
3.
Effectively proofreads and edits reports for content, accuracy, consistency and clarity.
4.
Submits reports in a timely manner and according to established procedures.
5.
Appropriately drafts associated documents (i.e. letters, memoranda, or other narratives.

4.
Balances and reconciles accounting records, such as journals, ledgers, batch reports, bank statements, payroll documents, technical college specific reports or related documents (student financial aid checks, refund checks). (Performed by all incumbents) 
1. Gathers appropriate information, compares records and correctly traces inaccuracies or omissions. Initiates appropriate corrective actions.
2.
Accurately records adjusting or correcting entries in accordance with generally accepted accounting principles.
3.
Completes reconciliations and transfers accounting data from individual accounting journals and ledgers to general ledgers within appropriate time frames.
4.
Notifies appropriate authorities regarding balancing/reconciling discrepancies, problems and/or trends

5.
Receives, controls and records cash/check/credit card receipts. May enter account data. Balances register on BANNER system when assisting with student registration. (Performed by some incumbents.) 
1.
Properly receives and records receipts and computes accurate totals.
2.
Accurately identifies, traces and corrects any discrepancies between receipts and cash/checks/credit card receipts.
3.
Accurately codes receipts for entry into the accounting records.
4.
Deposits or forwards funds to appropriate staff according to established procedures.
5.
Determines appropriate revenue state chart of accounts for unidentified receipts.

6.
Maintains accounting file information. (Performed by all incumbents)

1.
Maintains complete, accurate and readily accessible files that conform to applicable policies, procedures, guidelines and standards.

2.
Regularly purges files in accordance with policies on record retention.

3.
Follows guidelines for providing information to auditors and others.

4.
Maintains confidentiality of records, files and other documentation.

7.
Responsible for coordinating purchasing activities. (Performed by some incumbents)
1.
Verifies availability of funds for purchasing and ensures accuracy and completeness of payment packages by reviewing information.
2.
Prepares specifications in accordance with applicable regulations, procedures and guidelines.
3.
Obtains bids from vendors in accordance with applicable regulations, procedures and guidelines.
4.
Processes contract requests and orders for large purchases and correctly matches items received with purchase orders/contract. May approve appropriate invoices for payment.
5.
Exercises independent judgment in the review and approval of more complex or unusual/non-standard purchase requests.

8.
Performs limited clerical responsibilities. Responds to requests for information/advice and solves clerical problems. (Performed by all incumbents) 


1.
Accurately and promptly performs clerical duties such as purchasing and issuing supplies, maintaining leave records, distributing mail, typing, answering the phone, etc.

2.
Responds promptly, effectively and appropriately to requests for information and assistance.

9.
Enters budget amendments according to appropriations and OPB instructions and notifies supervisor of problems or issues. (Performed by some incumbents)


1.
Prepares accurate documentation of the annual operating budget based on appropriations and OPB instructions.

2.
Promptly alerts supervisor to unusual budget issues.

3.
Verifies all mathematical calculations to ensure accuracy.

4.
Accurately enters budget amendments.

10.
Supervises or leads clerical, paraprofessional or other staff. (Performed by some incumbents)

1.
Appropriately conducts or participates in interviews of applicants for position vacancies.

2.
Provides appropriate on-the-job training to new hires and/or arranges work-related training opportunities. Updates training materials as necessary and clearly communicates changes to staff in a timely manner.

3.
Assigns work to employees based on workloads, staff abilities or other relevant factors.

4.
Structures job duties of subordinates to meet organizational goals with available resources.

5.
Provides accurate and timely information to staff in response to questions.

11.
Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior. (Performed by all incumbents)

1.
Demonstrates eagerness to learn and assume responsibility; seeks out and accepts increased responsibility; displays a "can do" approach to work.

2.
Shows persistence and seeks alternatives when obstacles arise; seeks alternative solutions; does things before being asked or forced to by events.

3.
Works within the system in a resourceful manner to accomplish reasonable work goals; shows flexibility in response to process change and adapts to and accommodates new methods and procedures.

4.
Accepts direction and feedback from supervisors and follows through appropriately.

5.
Works when scheduled; begins and ends work as expected; calls in according to policy when arriving late for work or when absent; observes provisions of Fair Labor Standards Act; observes policies on break and lunch periods; uses work time appropriately.



Minimum Qualifications:
Bachelor's degree in Accounting *OR* Associate degree in Accounting and at least two years of full-time paid accounting work experience. (Note: the introductory accounting sequence is normally completed in ten (10) quarter or six (6) semester hours; the intermediate accounting sequence is normally completed in fifteen (15) quarter or six (6) semester hours.) 

Preferred Qualifications:
(In addition to the minimum qualifications) Experience in governmental accounting and knowledge of BANNER database software. 

	
NOTE: 
Job description information is extracted daily from the official Phoenix HRMS Job Code database. Problems in conversion may cause formatting errors in some job descriptions. 

The information presented, while not an exact or exhaustive listing, describes the work, performance standards, and qualifications typically required of positions or employees in this job. A specific position description or employee performance plan may differ as long as it is consistent with the core Responsibilities, Standards and Qualifications of that job. 




For questions or comments, please contact us or read our disclaimer. 

© 1998-1999 The State of Georgia & The Georgia Merit System
ALL RIGHTS RESERVED. 
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