
POSITION TITLE



Accountant
REPORTS TO:



Controller

PRIMARY FUNCTION: 
Responsible for maintaining the operating fund balances, loan fund balances and agency fund balances, including audit workpapers and reconciliations.  Train and assist members of the St. Olaf Community with accounting processes. 

AREAS OF RESPONSIBILITY:

1. Review and maintain balances of accounts throughout the year.  Prepare audit work papers at year-end for the operating fund balances, loan fund balances, and agency fund balances as required to complete audit.  

2. Work closely with departments around campus to assist, train and oversee their accounting processes.  Assists other offices including the Student Accounting Office, Financial Aid office, Telecommunications, Summer Conferences, Bookstore, Development and others to balance and correct data transferred to the G/L.   

3. Review processes and implement improvements to maintain best processes for cash, accounts payable and other accounting functions.  Provide guidance as needed to cash, purchase card and accounts payable staff.  Works directly with bank and other outside Companies.

4. Prepare all monthly reconciliations including

a. Bank reconciliations:

· Primary bank reconciliation (including outstanding check pulldown)

· Payroll bank reconciliations (2 accounts) (including outstanding check pulldown)

· Credit card bank reconciliation

· Music org bank reconciliation

· E Business bank reconciliation

· Community National bank reconciliation

· First National bank reconciliation

· College loan bank reconciliation

· Perkins loan bank reconciliation

b. Clearing account reconciliations:

· cash clearing reconciliations

· student accounting clearing reconciliations (including federal awards)

· gift clearing reconciliations

c. Subsidiary ledger reconciliations:

· Millennium to Lawson reconciliation

· AS400 to Lawson reconciliation (main account and deferred revenue accounts)

· Bookstore (Missouri Books) to Lawson reconciliation

· College Loan - Lawson to ACS reconciliation

· Perkins Loan - Lawson to ACS reconciliation

· MICR register review and reconciliation

5. Credit card responsibilities include recording fees, reconciling the credit card bank account and working with departments to resolve transaction and equipment problems.

6. Endowment accounting:  Process endowment transactions and assist with the preparation of monthly endowment report.  Reconcile external manager/custodian reports to general ledger.  

7. Stock gifts:  Record all stock gift journal entries, gain/loss on sale of stock gifts and maintain record of all stock gifts received.       

8. Prepare journal entries and financial reporting for investment transactions including, Nygaard Foundation, Oslo International Summer School, Special Retirement accounts & NAHA.

9. Recording and reconciling Debt activity and fuel hedges activity.  General journal entries from monthly statements and reconcile cash and investment account balances with bank and trustee statements

10. Backup for the Budget and Fixed Asset Accountant.  Backup for Internal audit A/P batch review and cash review.  Set up of ACH for vendors in Lawson.

11. Perform special projects and other duties as assigned.


SUPERVISORY RESPONSIBILITIES:    Student work supervisor responsibilities include maintaining schedules, assigning duties, collecting time sheets, requesting, interviewing and hiring new students.  

CONTACTS:
Department Heads, Faculty & Staff Members, Students, Auditors, Bankers, General Public

EDUCATION: 
Essential:
4- year accounting, business or equivalent degree OR



2 year associates degree in accounting with proven business office leadership experience


Desirable:
 

EXPERIENCE:
Essential:
2- 4 years related accounting/business experience


Desirable:
5+ years accounting/business experience, prior supervisory experience


KNOWLEDGE, SKILLS, ABILITIES:


· Experience with audit workpapers and financial statement preparation

· Effective managerial, supervisory and interpersonal skills.

· Expert user of Excel, Access and ODBC 

· Intermediate accounting skills 

· Tax laws regarding purchasing & travel

· Knowledge of auditing practices

· Basic internal control procedures

· Must be accurate and detail oriented 

· Multi-tasking ability and organizational skills

· Time management skills essential

· Retain a high level of confidentiality

· Good communication skills, both written and oral

· Comfortable with complex uploads and computer transactions 

· Familiarity with Lawson a plus

· Knowledge of GAAP and the ability to maintain accurate records

PHYSICAL DEMANDS:
N/A
WORKING ENVIRONMENT:
Office Environment

WORK SCHEDULE:
FTE: 
1.0 full-time


Term:
Full year




Shift: 
Monday – Friday, 8:00 A.M. to 5:00 P.M.

APPROVED BY:



Angie Mathews

DATE:





March 2009

