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ACCOUNTING ASSOCIATE II Template
Department Name TBD
	Announcement
Number 
	TBD

	 

	Position Number     
	TBD

	 

	Starting Date 
	Upon successful completion of selection process 

	 

	Starting Salary 
	Salary range of $10.00 - $12.00 per hour, consideration of higher wage dependent upon demonstrated exceptional relevant qualifications 

	 

	FTE 
	1.0 FTE 

	 

	Benefits 
	Eligible for benefits 

The custom calculator (http://www.montana.edu/pps/BenefitsCalculator.htm) provides an estimate of the minimum monetary value of the complete compensation package for benefits-eligible jobs. 

	 

	Bargaining Unit 
	Montana Public Employees Association (unless FTE < .50, then Union Exempt)

	 

	Overtime Status 
	Eligible for overtime 

	 

	Description 
	Descriptive paragraph on the department to be written by the Department.
Under the supervision of the departmental accountant, the person in this position performs accounting duties in support of the department. Duties include: initiating and processing Banner vendor payment authorizations (BPA's); routing and tracking documents within the department; reconciliation of purchase transactions; processing travel documents, payments, advances, and reimbursements for faculty, staff, and students; managing and tracking departmental contracts; composing correspondence as necessary; data entry; filing; performing related duties as required. 

	 

	Required
Qualifications 
	1.   

Bookkeeping experience, including accounts payable and receivable. Demonstrated familiarity with accounting policies and procedures. 

 

2.

Demonstrated experience performing detailed tasks with a high level of accuracy. 

 

3.

Demonstrated excellent communication skills, including the ability to explain and communicate detailed information, both verbally and in writing, to a wide variety of individuals. 

 

4.

Demonstrated skill using personal computers with a variety of software packages including a large computerized accounting database. (Please list software used and examples of use.) 

 

5.

Demonstrated skill composing, formatting, and proofing business correspondence, such as letters, reports, and brochures. 



	 

	Preferred
Qualifications 
	1.   

Experience using SCT Banner software. 

 



	 

	The Successful
Candidate 
	The successful candidate will also have the following abilities: to provide high level customer service in a positive, professional and helpful manner; to provide resourceful and creative solutions; to appropriately handle confidential records and information; to adapt to changing work priorities and frequent interruptions; to exercise good judgment and self-motivation; to work effectively both independently with minimal supervision and as part of team; to establish and maintain effective working relations with co-workers and the public; to represent the Department and MSU to others in a professional and courteous manner. 

	 

	Application
Deadline 
	Applications must be received by 5:00 pm, date, 2009. Applications will not be accepted after the deadline. OR, open-ended:  Screening of applications returned by 5:00 p.m., date, will begin the following business day; however, applications will be accepted and reviewed until a suitable candidate is chosen.

	 

	Application
Procedure 
	1.   

Please respond, on separate sheet(s) of paper, to the above qualifications by summarizing how your work experience and training relates to each of them. Specific examples should be included when possible to aid the search committee in evaluating your qualifications. 

 

2.

Print the Montana State University Application Materials and attach your qualification responses to the completed and signed Montana State University Employment Application Cover Sheet along with the following: 

 

 

a.   

Complete employment history including: position title, employment dates, average number of hours per week, organization name and phone number, supervisor's name, and reason for leaving. Resume may be substituted if this same information is included. 

b.

At least three (3) professional references. Please include the reference's name, organization and contact information including daytime phone number. Most recent and/or current supervisors or line of supervision may be requested if not included. Do not list relatives. 

c.

Completed and signed Criminal Records Check Information Sheet. 

d.

Completed EEO form (voluntary) -- this form will be extracted and other personal demographic information will be blackened out prior to search committee members' review of the application. 

e.

Cover letter, letters of recommendation, and resume may be attached to the application materials but are not required. 

f.

Completed applications must be submitted (either via e-mail or hard-copy) to: 
Search Chair, Department Name, e-mail address, street address.





ADA/EO/AA/VETERAN'S PREFERENCE: In compliance with the Montana Veteran's Employment Preference Act, MSU provides preference in employment to veterans, disabled veterans, and certain eligible relatives of veterans. MSU makes accommodation for any known disability that may interfere with an applicant's ability to compete in the hiring process or an employee's ability to perform the duties of the job. To claim veteran's preference or request accommodation, contact MSU Human Resources/Personnel & Payroll Services, Bozeman MT 59717-2520; 406-994-3651. MSU's Affirmative Action Non-Discrimination Policy and Procedures are on the Web at www2.montana.edu/policy/affirmative_action/. 




