Oklahoma District Attorneys Council
NOTICE OF JOB OPENING

POSITION:

Accountant

APPLICATION ACCEPTED:

Open until filled

SUBMIT RESUME & COVER LETTER TO:

Alecia Nash, Human Resource Officer

District Attorneys Council

421 N.W. 13th Street, Ste. 290

Oklahoma City, OK  73103

Fax:  (405) 264-5099

alecia.nash@dac.state.ok.us

FUNCTION:

Under the direction of the Finance Division supervisor, this position will provide support to three divisions within the agency: 1) Finance; 2) Victims; and, 3) Grants.  
For the Finance Division, this position will be responsible for preparation of Travel Maintenance and Operation (TMO) reimbursement requests for Child Support expenditures on a bi-monthly basis for review and approval by the Director of Finance. 
For the Victims Division, this position is responsible processing request for funds and maintaining the desk audit system for Victims Services grants records.  

For the Grants Division, this position is responsible for entering requests for funds in Grants Management System (GMS) and printing draw summaries, processing mail, and entering claims in GMS. 
SPECIFIC DUTIES & RESPONSIBILITIES:
1. Prepare Form 3 postage claims for the approval of Director of Finance upon submittal by the various child support offices.  

2. Update and review expenditures versus allowable contract amounts as approved under contract with Department of Human Services.
3. Submit reconciliation of the spreadsheets used to track payroll and TMO expenditures against the District Attorneys Council internal finance system.  

4. Submit reconciliations of the NeoPost and Pitney Bowes postage statements to internal spreadsheets detailing the various office postage usage.
5. Respond to audit requests and general requests for Victims of Crime Act (VOCA) information.
6. Gather information from sub-grantees for desk audits.
7. Process all VOCA all request for funds data entry
8. Review new VOCA applications for missing documents, and confirm all documents are present for grant closeout

9. Enter requests for funds in Grants Management System (GMS) and print draw summaries.
10. Prepare and post entries to ledgers and accounts, including GMS, as required.
11. Assist with deposit preparation and review.
12. Provide information from sub-grantees for desk audits and insure all requested documents are received.
13. Assist with mailing RFP notifications when new grants are received.

14. Assist Finance Director as needed.
QUALIFICATIONS:
· Bachelor’s degree in accounting, business, finance or a closely related field. 

· A high level of accounting experience may be substituted for degree at discretion of agency Executive Coordinator
· Knowledge of generally accepted accounting principles and theories
· Experience in Accounts Payable and PeopleSoft preferred 

· Experience working with Excel preferred
· Experience working with Access database preferred
· Communications skills; both oral and written

· Self motivated

· Customer service skills

· Computer skills utilizing standard office applications word processing, spreadsheets, email, internet and other associated programs
· Valid Oklahoma driver’s license required 
Disclaimer: This job description is intended as a summary of the primary responsibilities of and qualifications for this position. The job description is not intended as inclusive of all duties an individual in this position might be asked to perform or of all qualifications that may be required either now or in the future.
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