
	Position:
	Staff Accountant #2

	Department:
	Finance

	Supervisor:
	Finance Manager

	Supervises:
	No One

	FLSA Status:
	Non-Exempt


Position Summary:

Position is responsible for preparing accurate financial records for review and approval by the Finance Manager and Controller. Position is responsible for EPA (Environmental Protection Agency), USDA (United States Department of Agriculture), HUD (Housing and Urban Development), IHS (Indian Health Service), BIA (Bureau of Indian Affairs), DOE (Department of Energy) and Tribal Programs as assigned. Prepares and submits reports to each funding agency in a timely manner.

Duties and Responsibilities:
· Review posting of program expenditures and cash receipts for accuracy. Prepares general journals.

· Posts approved budgets into computerized system based upon Business Committee.

· Prepares accurate financial reports for the Finance Manager and Controller’s review by internal deadline established.

· Distributes approved financial reports to Treasurer, Tribal Administrator, Directors and Committees.  

· Determines when to order funding from funding agencies to cover expenditures.

· Prepares and submits financial reports to funding agencies as required by their deadline.

· Monitors matching requirements for assigned grants. Obtains documentation to substantiate matching financial reports as required.

· Determines and prepares invoices specific to assigned programs for Finance Manager’s review and signature.

· Maintains current knowledge of, and adheres to accounting procedures, guidelines, and standards.

· Works closely with Finance staff,  Property and Procurement, and department directors to ensure accurate fund/account distributions and recording.
· Prepares special reports as assigned.

· Maintain confidentiality of all information processed.

· Performs other duties as assigned by the Finance Manager and Controller.

Knowledge, Skills, and Abilities:

· Knowledge of accounting principles, practices and procedures.

· Working knowledge of computerized accounting systems.

· Knowledge of filing/receiving information electronically.

· Skills in the use of office equipment, including data processing systems, 10-key by touch, typing 45 wpm.

· Ability to work with limited supervision. Ability to follow written or oral instructions.

· Ability to prioritize work assignments to meet deadlines.

· Knowledge of grants management requirements.

· Ability to exercise tact and teamwork when dealing with co-workers and vendors.

· Must have the initiative and organizational skills to meet deadlines under time constraints.

· Possess Excel knowledge.

Education and Experience

· Associate’s Degree in Accounting or related field.
· Three (3) to five (5) years experience in an equivalent position
· Experience in computerized accounting functions with three (3) to five (5) years experience in general ledger.
· And/or any equivalent combination of education and/or experience.
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