JOB DESCRIPTION 

POSITION:

     Accounting Technician

NAME:

SUPERVISOR:
                  Accounting Supervisor
NATURE OF POSITION:

Under general supervision, reviews source documents and enters financial transactions for a technical college. Reconciles accounting records. Operates or assists with cash register functions. May receive, control and record cash/check/credit card receipts. Processes accounts payables and prepares payment requests/checks. Prepares bank deposits. Performs routine clerical duties. May enter payroll transactions, banner accounting training would be helpful.

 
The functions of the Accounting Technician include:

· Reviews a wide range of source documents, such as purchase orders, vouchers, invoices, receipts, requisitions, petty cash, travel, payroll/other forms or similar materials. Identifies inaccuracies, such as math errors, missing or inaccurate information, signatures or documentation. May assign standard pre-established accounting codes and/or other identifying information. (Performed by all incumbents)

· Enters routine financial transactions into accounting systems. Verifies and corrects information entered. Reconciles accounting records. (Performed by all incumbents)

· Receives, controls and records cash/check/credit card receipts. Enters account data. Balances register on BANNER system when assisting with student registration. (Performed by some incumbents)

· Operates or assists with cash register functions. (Performed by some incumbents)

· Processes accounts payable such as complex invoices and shipment documents, partial payments, discounts and other transactions which may involve multiple state chart of accounts. Prepares payment requests or checks. (Performed by some incumbents.) 
· Prepares bank deposits. (Performed by all incumbents)

· Generates BANNER and other reports and distributes to staff. (Performed by all incumbents) 

· Performs limited, routine general clerical duties such as maintaining leave records, ordering supplies and maintaining inventory, distributing mail, typing, answering telephone and/or related duties. (Performed by all incumbents)

· Enters payroll transactions/data in accounting system. (Performed by some incumbents) 

· 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) 
Minimum Qualifications:
One year of experience in responsible bookkeeping or accounting clerical work or two years of progressively responsible clerical experience in an accounting or bookkeeping office which provided the necessary knowledge and skills (either formal or informal in nature) *OR* completion of two standard courses in accounting/bookkeeping at an accredited vocational, technical or business school or college. Experience with the Banner system is preferred.  

