JOB DESCRIPTION

POSITION TITLE

Purchase Card Coordinator

REPORTS TO:

Controller

PRIMARY FUNCTION:  
Within parameters set-up by the department, audit credit card statements and receipts for compliance with college policies and procedures, Internal Revenue regulations and GAAP.   Responsible for all window transactions, including the receipt and withdrawals of student accounts, and scholarship payments.   

AREAS OF RESPONSIBILITY:

1. Issues new cards.  Provide training and implement programs necessary to communicate, educate, and ensure compliance by cardholders.  Adjust and monitor individual spending limits as needed.  

2. Audit monthly credit card statements and receipts for compliance with college policies, IRS regulations, preferred vendor and general federal guidelines for sponsored programs (not specific agency or sponsored program rules.)  Initiates resolution procedures for noncompliant cardholders

3. Communicate with faculty and staff regarding credit card compliance issues with authority to administer hierarchical sanctions as set forth in the policy.   Act in a liaison capacity between users of the credit card product, the bank website and requirements of College policy.     

4. Create and maintain a database tracking the status and statistics regarding all credit card activity and compliance figures using email merge system to electronically communicate with all users as issues requiring communication arise.   

5. Maintain the credit card website with current instructions, guidelines and helpful hints for users.  

6. Work with credit card provider to resolve current problems experienced by users and research other programs to determine benefits of possibly changing providers. 

7. Prepare and upload VISA Interface to record VISA transactions to the general ledger and input coding corrections.  Communicates with the Cash Associate to record the payment sweep to vendor.

8. Counter traffic:  Student counter traffic including receipting payments, processing scholarship checks, account withdrawals and money orders.  Other counter traffic for faculty and staff, including expense report reimbursements, advance requests and returns, questions on Lawson accounts, and other business office transactions.

9. Prepare journal entries, transfer requests and interfaces as needed.

10. Instruct representatives from over 100 on-campus student organizations during orientation sessions regarding Purchase Card procedures.

11. Backup for the Cash Associate and Accounts Payable.

12. Perform other related duties as assigned.

SUPERVISORY RESPONSIBILITIES:
Provide work direction and guidance to student workers.

CONTACTS:
Faculty, staff, students and/or parents, bank personnel and general public.


EDUCATION: 
Essential:
Two year associate degree or equivalent work experience 


Desirable:
Two-year associate degree in accounting. 

EXPERIENCE:
Essential:
Previous experience in an accounting or business office environment.   


Desirable:
One – two years experience in accounting/banking industry. 

KNOWLEDGE, SKILLS, ABILITIES:

· Advanced Microsoft Office User, Knowledge of MS Access is a plus 

· Ability to manipulate data from bank and be comfortable with complex uploads and computer transactions 

· Basic accounting skills 

· Tax laws regarding purchasing & travel

· Knowledge of auditing practices 

· Basic internal control procedures

· Must be detail oriented with great attention to accuracy. 

· Multi-tasking ability with good organizational and time-management skills

· Retain a high level of confidentiality

· Good communication skills, both written and oral 

· Familiarity with Lawson a plus

· Ability to maintain accurate records

PHYSICAL DEMANDS:
N/A

WORKING ENVIRONMENT:
Open office area with noise and many distractions 

WORK SCHEDULE


FTE:
1.0  Full-time


Shift: 
 8:00 a.m. to 5:00 p.m., Monday – Friday.

APPROVAL:
Angie Mathews
 

DATE:





March 2009

