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Job Announcement

March 17, 2017
Position:  Accounting Technician (A/P) 
Location:  LaGrange

Department:  Financial Services
Reports to: Business Analyst
FLSA Designation: Non-exempt
Nature of Duties: Reviews a wide range of source documents, such as purchase orders, vouchers, invoices, receipts, requisitions, travel documents and other forms for accuracy and completeness; Processes various accounts payable; contacts vendors to resolve questions; Prints and distributes checks; Enters routine financial transactions into accounting systems; verifies and corrects information; reconciles accounting records; Organizes and maintains hard copy files of departmental records; Attends training and implements processes as directed; Provides information and assistance to callers and visitors; Performs limited, routine general clerical duties. 
Minimum Qualifications:  
· High school diploma or equivalent *and* One (1) year of experience in bookkeeping or accounting clerical work
Preferred Qualifications: 
· A Degree from a postsecondary institution in a business field preferably Accounting requiring completion of two standard courses in accounting
· PeopleSoft experience
· Governmental Accounting experience
· Excel experience
· Accounts Payable experience
Salary/Benefits:  Salary based on qualifications; Benefits include paid state holidays, vacation, retirement, personal and sick leave, and the State of Georgia Flexible Benefits Program. 

Method of Application: Interested candidates should apply through electronic application system at: WGTC Job Center 
Note: Selected candidate must successfully complete a background check to include employment references, criminal history, and verification of employment prior to hire.  

Employment Policy: The Technical College System of Georgia and West Georgia Technical College does not discriminate on the basis of race, color, creed, national or ethnic origin, gender, religion, disability, age, political affiliation or belief, disabled veteran, veteran of the Vietnam Era, or citizenship status (except in those special circumstances permitted or mandated by law) in educational programs, activities, admissions or employment. All applicants will be considered; however, only selected applicants may be interviewed.  Approval of employment does not constitute a contract.  Continued employment is contingent upon job performance and funding.
