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Position Title:
Accountant with concentration in Accounts Payable

Classification:
Non-Exempt

Department:
Finance and Accounting

Supervisor:
Finance Manager

Position Summary:

Under the general supervision of the Finance Manager, process payment for check requests and bills..
This list of duties and responsibilities is illustrative only of the tasks performed by this position and is not all-inclusive.

Essential Duties & Responsibilities:

· Receives and reviews check requests, and/or other related documentation for completeness and compliance with financial policies, procedures and contractual requirements 

· Matches original invoices and requests for payment with internal purchase orders or check requests; performs calculations to determine appropriate payment schedules and amounts, and makes modifications as necessary

· Create new vendors and files as necessary

· Open new accounts as necessary

· Produces weekly check runs

· Reconciliation of accounts such as credit card and charge cards to avoid overpayment

· Verifies, and electronically enters accounts payable data into ledgers 

· Verifies, and posts payment checks to appropriate vendors and/or agencies 

· Follows up on account statements and other discrepancies regarding payment of accounts, and serves as liaison between departments and vendors in the resolution of administrative problems and inquiries 

· Monitors blanket purchase orders and periodically notifies departments of balances 

· Maintains logs, enter and balances account data

· Processes 1099 forms in an accurate and timely fashion at the end of the year

· Process travel request and make travel arrangement

· Order supplies

· Process monthly billings for water and insurances

· Makes recommendations regarding the policies and procedures to ensure the accuracy and efficiency in maintaining financial record; implements audit procedures to reduce internal loss

· Responds to questions and inquiries from all personnel and the public on departmental policies, procedures and objectives

· Maintains professional and technical knowledge by attending seminars, educational workshops, classes and conferences; reviewing professional publications; establishing networks; participating in professional societies; conferring with representative of contracting agencies and related organizations

· Contribute to a team effort and accomplishes related results as required

· Performs other duties as assigned

· Maintains confidentiality of all privileged information
Minimum Qualifications:

High School Diploma or GED, one year accounting experience.  Associates Degree in Accounting, Finance, Business Administration or related field preferred.  Understand the Accounts Payable Process, Understand federal funds, Understand record keeping, Understand excel and word, MIP knowledge is preferred Must possess and maintain a valid New Mexico Driver’s license.  Must be able to successfully pass a pre-employment and random drug/alcohol screen and background investigation. Native American preference will be given.  

Knowledge, Abilities, Skills, and Certifications:

· Knowledge of tribal, federal, and state accounting, purchasing and auditing policies and procedures.

· Knowledge of standard accounts payable policies, procedures, and regulations.

· Knowledge of purchase orders and related accounts payable documentation. 

· Ability to understand and interpret vendor invoices, statements, and other requests for payment. 

· Ability to prepare and print routine correspondence, labels, and/or other basic written material. 

· Knowledge of bookkeeping and record-keeping practices

· Knowledge of general accounting principles

· Knowledge of business English, proper spelling, grammar, punctuation, and basic arithmetic

· Ability to communicate effectively in the English language both verbally and in writing

· Ability to establish and maintain professional relationships with individuals of varying social and cultural backgrounds and with co-workers at all levels

· Ability to maintain confidentiality

· Ability to work independently and meet strict time lines

· Ability to make solid decisions and exercise independent judgment

· Ability to demonstrate excellence in everything, and continually seek improvement in results

· Ability to interpret applicable federal, state, county, and local laws, regulations, and requirements

· Skill in operating business computers and office machines, including in a Windows environment, specifically Word, Excel, Access, and presentation software (such as PowerPoint)

· Knowledge of mathematics

· Ability to process computer data and to format and generate reports

· Ability to utilize an automated accounting system

· Ability to analyze and solve problems

· Ability to prepare and print routine correspondence, labels, and/or other basic written material

Physical Demands:

While performing the duties of this job, the employee regularly is required to sit; use hands to finger, handle, or feel; and talk or hear.  The employee occasionally is required to stand; walk; and reach with hands and arms.  The employee must occasionally lift and/or move up to 25 pounds.
Work Environment:

Work is generally performed in an office setting with a moderate noise level.  Evening and/or weekend work may be required.

Please submit resume to: dmartinez@nambepueblo.org
Equal Opportunity Employer - Drug Free Work Environment
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