DISTRICT ATTORNEYS COUNCIL

NOTICE OF JOB OPENING

Position

FINANCE CLERK
Applications Accepted

 Open until filled
Submit Resume & Cover Letter to:

Timothy B. Webster, Director of Finance
District Attorneys Council

421 N.W. 13th Street, Ste. 290
Oklahoma City, OK  73103
Phone:  (405) 264-5004

Fax:  (405) 264-5099

bud.webster@dac.state.ok.us
Salary Range
Commensurate with experience 

Full State Benefits



Duties 
· Accounts payable processing, including travel, M&O, expert & witness fees, rent

· Daily delivery of documents and pickup of same at the State Capitol

· Assist in the reconcilement of DAC accounts

· File miscellaneous claims, payroll, personnel, insurance, and purchasing forms
· Distribution travel and vendor checks
· Answering phones

· Assist with deposit preparation and review.

· Assist in Inventory function; tagging inventory, maintaining database.
· Provide assistance in the compilation of various annual program reports
· Assist Finance Director as needed
· Other duties as assigned

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

· Self motivated

· Customer service skills
· Computer skills utilizing standard office applications word processing, spreadsheets, email, internet and other associated programs
The District Attorneys Council is the administrative state agency for Oklahoma’s 27 District Attorneys.  The agency provides required training for the district attorney system, processes payroll and benefits, serves as legislative liaison, coordinates the state’s Drug Task Forces, coordinates with the Department of Human Services - Child Enforcement Division, administers various federal programs, and serves as home to the Oklahoma Crime Victims Compensation Board.


This is an unclassified state position with full state benefits.  Criminal background check required.

