Oklahoma District Attorneys Council
NOTICE OF JOB OPENING

POSITION:

Finance Clerk
SALARY: $24,000 - $32,000 

Depending on experience

APPLICATION ACCEPTED:

Open until filled

SUBMIT RESUME & COVER LETTER TO:

Denae Edwards, Human Resource Officer

District Attorneys Council

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

Oklahoma City, OK  73103

Fax:  (405) 264-5099

careers@dac.state.ok.us 
FUNCTION:

Under the direction of the division director, audit and process all travel claims for 28 districts for input into state accounting system (PeopleSoft). Make travel arrangements upon request for both employees and witnesses. 

SPECIFIC DUTIES & RESPONSIBILITIES:

1. Accounts payable processing, including travel, witness & witness fee allotment claims

2. Preparation of monthly and annual report on witness fee expenditures

3. Provide updates to supervisors and employees on any changes related to travel and reimbursement
4. Assist in the reconcilement of District Attorneys Council accounts

5. Answering phones

6. Deposit preparation, input and review, i.e. account receivable 
7. Compilation of various annual program reports, i.e. prosecution assessment, witness fee reports

8. Make travel arrangements upon request for both employees and witnesses
9. Provide training and assistance regarding travel and witness fees policy
10. Assist Finance Director as needed

11. Assist other Finance personnel as needed
QUALIFICATIONS:
· Associate’s degree in office administration or related field or 2 years of related experience

· Experience in Accounts Payable and PeopleSoft preferred 

· Communications skills; both oral and written

· Customer service skills

· Computer skills utilizing standard office applications word processing, spreadsheets, email, internet and other associated programs
· Valid Oklahoma driver’s license required
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