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ACCOUNTANT
(FULL TIME)

GRIFFIN CAMPUS
MINIMUM QUALIFICATIONS: 
Bachelor’s degree in accounting or a related field *OR* Associate degree in accounting or related field

*and* Two (2) years of accounting work experience and reconciling bank statements in a higher education environment.
PREFERRED QUALIFICATIONS: 
· Knowledge of governmental accounting             

· Knowledge of generally accepted accounting principles (GAAP)

· Experience with Teamworks/PeopleSoft Financials with a working knowledge of the AR, AP and GL modules
· Proficiency using Microsoft Excel
JOB SUMMARY: 
The Accountant is responsible for performing professional accounting duties associated with analyzing and preparing financial reports and financial information
RESPONSIBILITIES: 
· Records or directs the recording of financial transactions; Categorizes revenue and/or expenditures into accounts and resolves recording errors;
· Prepare or enter GL Journals into Teamworks/PeopleSoft Financials;
· Oversees or participates in the compilation of data and prepares standard accounting reports, such as Pell and HOPE spreadsheets for revenue journal entries;
· Balances and reconciles accounting records, such as journals, ledgers, batch reports, bank statements, payroll documents, technical college specific reports or related documents;
· Maintains accounting file information;
· Prepares and submits expense (state, federal, bond) reimbursement requests to TCSG;
· Prepares invoices for submission to customers on a monthly or agreed upon basis;
· Assists in preparation of documents for audit purposes;
· Display a high-level of commitment and detail in performing tasks;
· Responds to requests for information/advice and solves clerical problems;
· Performs AP and/or AR functions in the absence of staff;
· Other duties as assigned.
COMPETENCIES: 
· Knowledge of generally accepted accounting principles;
· Knowledge of student accounts management practices;
· Knowledge of budgeting procedures;
· Knowledge of relevant federal and state regulations;
· Skill in the operation of computers and job-related software programs;
· Decision making and problem-solving skills;
· Skill in interpersonal relations and in dealing with the public;
· Oral and written communication skills.
SALARY:  
Salary commensurate with education and work experience. Benefits include paid state holidays, paid annual and sick leave, and the State of Georgia Flexible Benefits Program.

SPECIAL NOTES: 
Only those applicants scheduled for interviews will be notified of the status of the position. 
Candidates must successfully complete a criminal background investigation and motor vehicle screening. 
Southern Crescent Technical College does not discriminate on the basis of race, color, creed, national or ethnic origin, sex, religion, disability, age, political affiliation or belief, genetic information, veteran status, or citizenship status (except in those special circumstances permitted or mandated by law). The following have been designated to handle inquiries regarding the non-discrimination policies: Title IX/Equity Coordinator (Griffin Campus, Butts County Center, Henry County Center, and Jasper County Center), Assistant Director of Student Services, 501 Varsity Road, Mobile Unit 6B, Griffin, GA 30223, 770-228-7382; ADA/Section 504 Coordinator (Griffin Campus, Butts County Center, Henry County Center, and Jasper County Center)  Special Services Coordinator, 501 Varsity Road, Mobile Unit 6B, Griffin, GA 30223, 770-228-7258; Title IX/Equity and ADA/Section 504 Coordinator (Flint River Campus) Special Services Coordinator, 1533 Highway 19 South, Room A-252, Thomaston, GA 30286, 706-646-6224. (Employee complaints), Director of Human Resources, Human Resources, 501 Varsity Road, Griffin, GA 30223, 770-229-3454. Any complaints filed against the Title IX/Equity Coordinator or ADA/Section 504 Coordinator on any campus/center shall be handled by, Vice President for Student Affairs, 501 Varsity Road, Room 700, Griffin, GA 30223, 770-228-7348. 
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