Accounting Associate I – II 

Accounting Associate I


    Accounting Associate II 

	Performance: 

· Positions at this level have limited choices for problem resolution, follow strict guidelines, rules, and policies, and must seek assistance of approval to deviate from these.  

· Positions are responsible for making sure that processes have been followed, and may be expected to go over procedures and instructions with users. Work tends to very task oriented. 

· Tasks are recurring, often cyclical.  Decision-making is generally limited to determining if work complies with regulations. 

· Work performed at this level usually affects the ability of others to complete their related tasks.  

· Accounting Associate I’s may have knowledge of the general duties performed by others in their units but are not expected to answer in-depth questions about those areas.
	Performance: 

· Positions at this level are responsible for daily maintenance of records.  

· They work with a bit wider range of accounts and information, but within established guidelines and procedures. 

· These employees may be asked to provide information to management, with which decisions will be made.  

· May serve as a lead worker for other Accounting Associates.  

· Work increases in breadth and/or depth at this level with some entry-level analytical work such as tracking and correcting problems and simple account reconciliation. 

· Position may perform collection work. 

· Positions may correct the problems with a supervisor approving the transaction. 

· Duties performed are largely concerned with a group of fund accounts and concern factual procedural information.  

· Assignments are related, routine, recurring, but may be quite detailed.

 

	Distinguishing Characteristics/Responsibilities: 

b. Prepare budget transfer documents for approval and routing

c. Prepare invoices, purchase orders, DPO’s, JV’s, etc for approval.

d. Assign #s to materials or sub-accounts wherein the choice is limited to the next number available or is made based on limited variables.

e. Collect funds, issue receipts, balance monies

f. Distribute monthly statements.

g. Match receiving documents with statements. 

h. Order supplies.

i. Process invoices, budget transfers, and travel documents, etc.

j. Data entry of revenues, encumbrances or expenditures. 

k. Check documents for accuracy of math.

l. File and log maintenance

m. May adjust financial hold charges on student accounts. 

n. Enter financial information into Banner. 

o. Verify travel documents and reimbursements, and enter them into Banner.

p. Issue entertainment and travel advances.

q. Match transportation purchase orders with vendor invoices and enter for payment. 
	Distinguishing Characteristics/Responsibilities:

a. Reconcile budget transfer documents with spreadsheets and basic recurring reports

b. Bill recharges such as copier use or telephone charges

c. Process travel vouchers, advances, and reimbursements. 

d. Build and maintain spreadsheets for various accounting functions.

e. May order equipment

f. Verify credit card transactions (PARIS)

g. Prepare personnel and payroll forms

h. Review bills and claims, process payments

i. Communicate with others both internally and externally to gather information used to resolve problems.

j. May perform collection work for bad accounts.  

k. Request system reports

l. Maintain and monitor transactions of assigned accounts by reviewing transactions, handling inquiries and reviewing monthly reports

m. May identify/review loan payment requirements to determine interest and late fees.  

n. May adjust amortization schedules & correct accounting edits.

o. Process grant documentation and verify proper appropriation sources

p. Reconcile collections, disbursements, encumbrances, accruals, prepayments, and uncleared collections

q. Monitor bond construction budgets, operational accounts and expenditures  



	Knowledge/Skills/Abilities:

· Position must have the ability to perform basic math calculations, make change, and issue and reconcile register receipts.  

· Position must understand how to complete budget transfer documents, invoices, purchase orders, JVs, etc. and be able to perform simple data entry into Banner on line forms.  

· Position must have the skills necessary to explain processes and instructions to others and the ability to follow strict guidelines, rules, and policies and to seek guidance when encountering problems outside said guidelines.
	Knowledge/Skills/Abilities:

· Position must have knowledge of general accounting and reconciliation practices and procedures. 

· The ability to follow established accounting guidelines and assist with planning by gathering information. 

· Knowledge of Banner accounts/index codes for sub-systems such as student records, payroll or financial aid in addition to a complete range of accounting activities. 

· Position must have demonstrated skill with designing spreadsheets, creating reports, and running reports from Banner.




