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JOB ANNOUNCEMENT
TITLE:


Administrative Accounting Assistant
HOURS/DAYS:

Monday-Friday, Day shift - Full- Time
REPORTS TO:

Financial Director
STATUS:

Hourly- $13.00 DOE/DOQ

CLOSES:

Open Until Filled:  Applicant First Review- Friday, February 24, 2012
Responsibilities

Provide support to the Financial Director, Executive Director and other managers to create, monitor and implement financial procedures that are in accordance with the Healing Lodge’s Financial Policies and Procedures and meet general accounting standards.
Job Duties
· Initiate accounts payable process including processing of purchase orders, matching purchase orders with invoices, entering into AP system, and obtaining appropriate signatures.

· Act as purchasing agent by assisting staff in researching items, comparing costs, determining the best source, creating purchase orders, and making purchases using company resources.

· Accurate entry of Accounts Payable, check printing, check matching, and mailing.

· Monitor and maintain web-based time and attendance.  Reviews all time cards for accuracy, employee’s verification, and supervisor’s approval.  Works with each supervisor to correct any deficiencies to ready payroll for downloading.

· On a bi-weekly basis completes a report comparing actual hours worked with budgeted hours.

· Accurate entry of payroll information.  
· Processing of bi-weekly payroll on a timely basis. 
· In conjunction with the human resources staff, monitor employee benefits eligibility, processing enrollment paperwork, and managing the employee process for the annual open enrollment period.

· Assist the Plan Administrator for the employee retirement fund 403(b) by tracking employee eligibility, distributing and collecting enrollment information, assuring that appropriate contributions are made accurately and on time, and investigating and resolving any concerns in concert with the Plan Administrator.

· Maintenance of Accounts Payable, Payroll and Board of Directors’ files.
· Order and inventory Office Supplies
· Arrange travel and accommodations for employees and board members as needed.
· Assist the Financial Director in preparing for the annual external financial audit.  Support the external auditors with locating financial records during their audit.

· Prepare bank deposits by recording records on the deposit slips and give to Financial Director to enter into accounting system.  Assures that the deposit is made by an employee not working in the Financial Department.

· Receive and coordinate the reconciliation of credit card statements with staff purchases in accordance with the Financial Policies & Procedures.
· Preparing monthly Board of Directors meeting packets.  Take meeting minutes. Track and maintain Board of Directors documents in accordance with Policies and Procedures.

· Cross trains to provide backup and coverage for the Admissions Department for Provider One and Third Party Insurance Billing and data entry into the state DBHR TARGET system.

· Perform other duties as assigned
Qualifications
Required
· Three years of automated payroll experience for 80 or more employees. 
· Three years of Accounts Payable experience.
· Three years experience working with complex accounting programs.

· Good math and proofreading skills.
· Excellent written and verbal communication skills.

· Expert computer skills in Word and Excel.

· Must have the ability to be flexible and handle multiple tasks.

· Ability to respond to management inquiries and assemble highly confidential/sensitive information.

· Strong customer service skills.
Preferred

· Experience working with Serenic account software
Education
· A.A. /A.S. Degree in a related field, or High school/GED and a minimum of three years accounting experience. 
Physical Requirements

· Lifting, carrying, pushing, pulling 10 pounds, occasionally.  Mostly sitting, may involve standing or walking for brief periods of time.

· BENDING/STOOPING/CROUCHING – Occasionally

· REACHING – Occasionally

Extending hand(s) or arm(s) in any direction.

· HANDLING – Occasionally

Seizing, holding, grasping, turning, or otherwise working with hand(s).  Fingers are involved only to the extent that they are an extension of the hand, such as to turn a switch or shift automobile gears.

· FINGERING – Occasionally

Picking, pinching, or otherwise working primarily with fingers rather than with the whole hand or arm as in handling.

· TALKING – Frequently

· Expressing or exchanging ideas by means of the spoken word to impart oral information to clients or to the public and to convey detailed spoken instructions to other workers accurately, loudly, or quickly.

· HEARING – Frequently

· Perceiving the nature of sounds by ear.

Logic Requirements

· Above average ability to “catch on” or understand instructions and underlying principles; the ability to reason and make judgments. 

· Average ability to understand meanings of words and to use them effectively; to comprehend language, understand relationships between words and to understand meanings of whole sentences and paragraphs.

Working Conditions

· NOISE INTENSITY LEVEL


Normal-level conversation happening frequently 


· DEALING WITH PEOPLE


Work situations that involve interpersonal relationships in a job setting beyond giving and receiving work instructions.

· MAKING JUDGMENTS AND DECISIONS


Work situations that involve solving problems, making evaluations, or reaching conclusions based on subjective or objective criteria, such as the five senses, knowledge, past experiences, or quantifiable or factual data.

· EQUIPMENT USED


Uses typical office equipment such as; computer, calculator, telephone, and copy machine.
How to Apply

NOTE:  Pursuant to company policy, all positions are subject to background checks, physical (if required for the position), fingerprinting, and pre-employment, random, post accident and reasonable suspicion drug testing.

Any applicant requiring assistance in any step of the employment process, such as applications, testing, and/or interviewing should inform the Human Resources office.

Acceptance of an offer of employment does not create a contractual obligation upon the employer to continue to employ an individual in the future.  
CONSORTIUM TRIBAL MEMBER AND INDIAN PREFERENCE APPLIES.

To receive Indian Preference consideration, proof of tribal enrollment is required.  An enrolled member of a federally recognized Tribe must provide a copy of his/her Tribal Enrollment Card or papers.  Direct descendents must provide a Certification of Indian Blood (CIB).  Please make sure these are part of your application and/or personnel record.  Tribal preference does not replace the need to meet the minimum qualifications for the position.
For Current Healing Lodge Employees:
Submit your letter of interest to Kelly Elkins Gavoille, Human Resources, by Friday, February 24, 2012 to be considered with the first round of applicants.  This position will remain open until filled.   
Be sure to state your qualification, experiences and why you are the best candidate for this position.  Incomplete letters will be removed from consideration.
For External Applicants:
Submit your cover letter, Healing Lodge application (download at www.healinglodge.org), and resume to Kelly Elkins Gavoille, Human Resources, by Friday, February 24, 2012 to be considered for the first round of applicants.  This position will remain open until filled.  Incomplete applications will be removed from consideration without contacting the applicant.
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