State of Georgia Job Description

	Job Title: Accounting Director (DTAE) 
Job Code: 40843 
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 minimal supervision, manages and may develop a comprehensive accounting program for a technical college. Analyzes financial statistics and other accounting data. Supervises subordinate employees. Records financial activity in accounting system and/or varied sub-systems. Prepares or directs the preparation of financial reports. May maintain or coordinate the maintenance of property inventory records. May represent the financial interests of the technical college in accounting-related interactions/negotiations with other parties. May lead a financial aid program. 




Job Responsibilities & Performance Standards:
1.
Manages and may develop a comprehensive accounting program which integrates Generally Accepted Accounting Principles (GAP), Governmental Accounting Standards, statutory accounting requirements and departmental fiscal policies and procedures. (Performed by all incumbents.)

1.
Appropriately applies comprehensive knowledge of accounting theories, practices, principles and terminology.

2.
Establishes and properly prioritizes appropriate goals and objectives for the accounting function.

3.
Develops and maintains effective internal control structures that preserve the integrity of the accounting program.

4.
Properly evaluates and effectively implements appropriate electronic data processing systems and software applications for the accounting function.

2.
Analyzes financial statistics and other accounting data to identify trends impacting the fiscal position of the technical college. Examples may include cash flow analysis, budget analysis, forecasts and projections. Advises management on findings and recommendations. (Performed by all incumbents.) 


1.
Correctly analyzes available data. Seeks appropriate additional information on potential issues as needed.

2.
Draws accurate and logical conclusions from accounting data.

3.
Correctly applies theoretical principles and uses sound judgment in analyzing accounting and fiscal situations not covered by specific regulations or precedents.

4.
Correctly conceptualizes the impact of conditions and/or proposed actions on the accounting function and/or the fiscal position of the technical college.

5.
Regularly apprises management of changes or conditions in the accounting function.

3.
Supervises subordinate employees in work involving financial and accounting operations, i.e. processing cash receipts, accounts payable/receivable, bank reconciliations, etc. Provides ongoing feedback throughout the review period. Follows established procedures for the periodic written evaluation of each employee's performance. (Performed by all incumbents.) 


1.
Defines and discusses performance goals and/or required results at the beginning of each performance period. Completes the required written documentation of the performance goals.

2.
Encourages each employee to improve quantity and quality of work performed and provides training and development opportunities as appropriate. Confers regularly with employees to identify training needs.

3.
Communicates regularly with employees on progress toward defined performance goals, giving praise or constructive criticism as appropriate. Initiates corrective action when necessary. Maintains written documentation of performance.

4.
Completes written performance evaluation on each employee within the established time frame, obtaining and considering all relevant information. Reviews evaluation with employee and discusses proposed salary action prior to implementation.

5.
Recommends salary actions based on job performance. Recommends employee promotions, discipline and dismissal based on careful, documented performance evaluations.

4.
Applies generally accepted accounting principles in the recording of financial activity in accounting system and/or varied sub-system. (Performed by all incumbents.) 


1.
Records journal entries accurately and in a timely manner.

2.
Reviews and analyzes general ledger accounts accurately for fiscal integrity as well as compliance with applicable principles, standards, guidelines, policies and procedures.

3.
Corrects general ledger accounts based on timely recognition of problems and accurate identification of required adjustments.

5.
Prepares or directs the preparation of financial reports in both standard and specialized formats. Reviews or delegates the review of report contents; corrects discrepancies in information and submits final reports. (Performed by all incumbents.)


1.
Provides appropriate technical assistance to subordinate staff regarding information and resources for creating report formats and required data inputs.

2.
Reviews and appropriately evaluates financial report formats developed by staff for conformity.

3.
Correctly identifies discrepancies in financial records and reports; takes or directs appropriate corrective action(s) to amend identified variances.

4.
Submits financial reports to supervisor in a timely manner.

6.
Maintains or coordinates the maintenance of property inventory records for the technical college. (Performed by some incumbents) 


1.
Demonstrates the knowledge of basic accounting principles when reconciling items entered in the inventory system to items paid for by the accounting office.

2.
Thoroughly researches discrepancies to determine appropriate corrective action.

3.
Promptly communicates with purchasing, finance and other programs when corrections to their records are needed.

7.
Represents the financial interests of the technical college in accounting-related interactions/negotiations with other parties, such as banks, vendors, external auditors and management staff of other governmental entities. (Performed by some incumbents.) 


1.
Represents the technical college on pertinent committees or other groups.

2.
Effectively fosters a spirit of cooperation and free exchange of information and ideas among group members. Respects the views and opinions of others.

3.
Fulfills assignments, such as gathering data, writing reports and making presentations in a competent and timely manner.

4.  Provides appropriate and effective technical assistance to others on accounting issues.

5.
 Maintains knowledge of changes in the field by attending conferences and seminars as directed.

8.
Leads a financial aid program which provides information to prospective and enrolled students, staff and the general public. Serves as technical expert providing guidance and advice to financial aid staff. (Performed by some incumbents) 


1. 
Ensures that financial aid program is operated in a professional manner according to established policies and procedures.

2.
Appropriately provides guidance and accurate advice to financial aid staff.

3.
Recommends appropriate work assignments, priorities and any proposed changes in procedures to subordinates.

9.
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, public administration or closely related field with a minimum of three years full-time work experience supervising accounting functions OR seven years full-time work experience in a managerial position with business, industry or government environments. 

Preferred Qualifications:
(In addition to the minimum qualifications) Knowledge of computerized statewide financial management control system and knowledge of Banner Accounts Receivable and Financial Aid modules. 

	
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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