[image: image1.png]Catholic

Social

Service
Catholic Charities Guam





Announcement Number:   2017-46
Who can apply:  Public
Open: 9/25/17
Closed: Until Filled
	Position Title
	Program

	Accounting Technician
	Fiscal Section


ILLUSTRATIVE EXAMPLES OF THE JOB:

This is a routine professional accounting work.  Employees in this class perform routine professional accounting duties independently after initial training and work under close supervision on more complex developmental assignments.  Reports directly to Comptroller.

DUTIES AND RESPONSIBILITIES:

1. Perform payroll functions which include but are not limited to payroll data entry, vacation leave monitoring, check processing of payroll related payments and maintenance of payroll files
2. Responsible for obtaining price quotations on purchase requisitions and coordinate with the Program Managers or requestor.
3. Update, prepares and process accounting journal entries.
4. Perform receipting and deposit of collections including visits to other Catholic Social Service (CSS) program locations.
5. Reconciles records of fiscal office with CSS employees, management or external vendors or customers.  Recommends actions to management to resolve discrepancies.
6. Maintains reviews and analyzes financial accounting transactions and documents for accuracy and propriety of billings and invoices; prepares summaries, reports and financial statements.  Advises management concerning financial problem areas.
7. Participates in the installation and modification of accounting systems to meet the needs of the department/agency or to conform to mandated requirements.
8. Monitors and controls storage of financial records and prepare reports for annual audits.
9. Performs related duties as required.
MINIMUM KNOWLEDGE, ABILITIES AND SKILLS:

1. Knowledge of bookkeeping principles and practices.

2. Knowledge of basic principles and practices of automatic data processing.

3. Knowledge of Excel Program.

4. Ability to learn, interpret and apply pertinent laws, rules and regulations governing the accounting operations of the organization.

5. Ability to analyze and interpret accounting data and make recommendations concerning current financial problems.

6. Ability to make decision in accordance with appropriate program guidelines.

7. Ability to work effectively with employees and the public.

8. Ability to communicate effectively, orally and in writing.

REQUIRED MINIMUM EDUCATION AND EXPERIENCE:

1.  A college degree from a recognized college or university with a Bachelor’s Degree in Accounting or related field including or supplemented by 24 semester credit hours of accounting/auditing subjects, or

2. Three years’ work experience in accounting including payroll or equivalent work and a graduate from a recognized college or university with an Associate’s Degree in Accounting or related field including or supplemented by 24 semester credit hours of accounting/auditing subjects.

3. Working knowledge on Excel.

SPECIAL REQUIREMENTS:

1. Police Clearance

2. Court and Traffic Clearance

3. Valid Guam Driver’s License

4. Must pass a mandatory Drug Test

REQUIRED DOCUMENTS: To validate credentials you may claim (e.g. High School Diploma, /College Transcript), a copy of a certified copy of the document(s) and resume must accompany the application.  Failure to provide proof may result in a determination of not meeting required education and/or experience.    If selected, you will be required to submit a recent Police, Traffic and Court Clearance and submit to and pass a drug test.

For more information, please contact Ms. Linda Del Rosario, Personnel Officer at 635-1412.
DIANA B. CALVO
Executive Director
Catholic Social Services does not discriminate in employment on the basis of race, color, religion, sex, national origin, political affiliation, sexual orientation, gender identity, marital status, disability and genetic information, age, membership in an employee organization, or other non-merit factor.


