NEBRASKA STATE COLLEGE SYSTEM

CLASSIFICATION DESCRIPTION

ACCOUNTING CLERK III

Scope of Work

(May perform all the duties of Accounting Clerk I and II, plus the following)

This is a leadership position involving the independent application of advanced accounting principles and practices to a wide range of financial accounts and records within an established accounting system.

Work responsibilities include updating, reconciling and maintaining facility accounts receivable and accounts payable ledgers, updating, reconciling and maintaining individual student payment accounts and compiling statistical information and preparing financial statements and reports.  An employee within this classification is expected to use independent judgement in making decisions within the context of professional edicts and departmental policies and procedures.  General supervision is received from an administrative superior with work reviewed in the form of compliance with financial policies and procedures and overall accuracy.  Employees in this classification will provide leadership over other accounting and clerical staff.

Examples of Work

Updates, reconciles and maintains facility accounts receivable and accounts payable ledgers; coordinates data processing, complies statistical information and prepares financial statements and reports.

Updates, reconciles and maintains individuals student accounts including housing, tuition and loan payments; authorizes return of overpayments; computes, collects and distributes loan payments; initiates collection of delinquent accounts.

Prepares responses to student’s and financial institution’s inquiries and correspondence related to facility and student accounts; assists cashiers with unusual transactions; and trains other accounting and clerical staff, as assigned.

Performs other duties as assigned.

Preferred Knowledge, Skills and Abilities

Knowledge of advanced accounting methods, principles and practices.

Knowledge of computer systems and advanced accounting and financial software applications.

Ability to develop and maintain financial statements and records.

Ability to communicate effectively both orally and in writing with the general public, financial institution personnel and a diverse staff and student population.

Ability to apply advanced accounting principles to the maintenance of fiscal and accounting records.

Ability to make operational and professional decisions based on established precedents, departmental procedures and professional experience.

Skill in the operation of a personal computer, typewriter, calculator and other common office machines.

Preferred Training and Experience
Graduation form Senior High School or equivalent supplemented by an Associate’s degree in accounting or a related field and a minimum of three years of responsible supervisory experience I an accounting or bookkeeping position.

Minimum Requirements

Graduation form Senior High school or equivalent supplemented by an Associate’s degree in accounting or a related field and two years of responsible supervisory experience in accounting or bookkeeping or any combination of skills,  knowledge and abilities that meet these requirements.

Special Requirements

Incumbent may be required to pass a standard job-related typing/keyboarding test.

Essential duties

Each College will determine for their own use the essential duties assigned to this position.

The forgoing is a general description of this position and may be changed from time to time by the System Administration.

