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ACCOUNTING TECHNICIAN 
(FULL TIME)
GRIFFIN CAMPUS
MINIMUM QUALIFICATIONS: 
High school diploma or equivalent *and* one (1) year of experience in bookkeeping or accounting clerical work. 
PREFERRED QUALIFICATIONS: 
Successful applicants must have an associate’s degree in accounting or business related field; must have experience in BANNER – Accounts Receivable.
RESPONSIBILITIES: 
Receive cash, checks, and/or money orders from students for tuition and miscellaneous fees; Balance receipts and post to accounting records; Obtain routine billing information from the outside agencies like Veterans Affairs (VA) and Workforce Innovation and Opportunity Act (WIOA) and internal agencies like the Foundation and other entities that pay student tuition, fees, etc. Perform billing functions for various Third Party agencies; Prepare and mail statements of accounts, uncashed check correspondence and/or other routine mail-outs; Maintain billing and related files and records; Assist with all New Student Registration Sessions; Perform limited, routine general clerical duties such as typing, answering the phone and/or related duties; Display a high level of effort and commitment to performing work; operate effectively with the organizational structure; demonstrate trustworthiness and responsible behavior. 
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: 
It shall be a condition of employment to submit to a background investigation. Offers of employment shall be conditional pending the result of the background investigation.

Federal Law requires ID and eligibility verification prior to employment.

All male U.S. citizens, and male aliens living in the U.S., who are ages 18 through 25, are required to register for the military draft and must present proof of Selective Service Registration upon employment.

Applicants who need special assistance may request assistance by phoning (770) 229-3454.

Applicants scheduled for interviews will be notified of the status of the position.

The Technical College System of Georgia and its constituent Technical Colleges do not discriminate on the basis of race, color, creed, national or ethnic origin, sex, religion, disability, age, political affiliation or belief, genetic information, disabled veteran, veteran of the Vietnam Era, spouse of military member, or citizenship status (except in those special circumstances permitted or mandated by law). This nondiscrimination policy encompasses the operation of all technical college-administered programs, programs financed by the federal government including any Workforce Innovation and Opportunity Act (WIOA) Title I financed programs, educational programs and activities, including admissions, scholarships and loans, student life, and athletics. It also encompasses the recruitment and employment of personnel and contracting for goods and services.
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