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Will Rogers Bldg, 2401 N Lincoln Blvd, OKC
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04/03/2012

04/10/2012  at the end of business

Facilities Services: This position is critical for support of Facilities Division.  The position will prepare invoices in the Great Plains system for
Accounts Receivable of lease payments.  Receives invoices, date stamps, analyzes, scans, and enters into the Division's spreadsheets and digital
file system.  This position will assist the Facilities' managers and supervisor of this position to prepare reports for budgetary purposes.

requirements at this level consist of a bachelor’s degree in accounting or a bachelor’s degree in business, finance or a closely related field or an
equivalent combination of education and experience, substituting one year of bookkeeping for each year of the required degree plus one year of
experience in performing professional accounting experience. Basic knowledge of PeopleSoft Financial system.  Phone etiquitte, familiarity of work
processing and spreedsheet programs.  Reconciliation of simple accounting transactions.
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