ACCOUNTING SPECIALIST/PAYROLL SPECIALIST

General Statement of Duties

Performs professional accounting duties for the State Employees Association of North Carolina.

Distinguishing Features of the Class

An employee in this class performs a variety of technical and complex tasks in the maintenance of accounts payable, payroll, personnel, and other fiscal records.  Work involves applying established procedures and principles of bookkeeping and accounting for processing accounting documents. Work includes working with accounting ledgers, registers, reports, statements, vouchers and other fiscal documents and records on an automated system. Sound professional judgment and initiative is required. Work is performed under the supervision of the Senior Accountant and is evaluated through conferences, accuracy and completeness of records, and by independent audit of financial records.

Duties and Responsibilities

Essential Duties and Tasks

· Maintains the payroll records for the Association utilizing the Paychex payroll system; ensures that all staff are paid properly and timely and that all payroll-related obligations are met.
· Prepares reconciliations for all payroll-related accounts (both expense and balance sheet) and prepares payroll and accounts payable journal entries as needed.
· Prepares estimates of payroll and related expenses for the annual budget cycle.
· Maintains the accounts payable records on an automated system; posts all bills paid to the general ledger, inspects invoices for proper authorization for payment, assigns proper account codes, checks figures for accuracy and completeness, processes checks for payment and submits journals to supervisor for verification and posting.

· Coordinates approval of fiscal records and processes with the Director of Finance and the SEANC Treasurer.
· Prepares and provides information to auditors during their annual review and works with them in regard to any accounts payable and payroll records of the Association.

· Maintains files for financial records, documentation, and other financial transactions and information.

· Researches financial information for SEANC staff and officers.

· Works closely with general, scholarship and EMPAC Treasurers on a variety of accounts payable issues.

Additional Job Duties

· Works closely with all staff on a variety of issues.

· Performs additional accounts payable functions as the finance team workload requires.
· Assists with posting of membership dues when necessary.
· Performs additional duties as required.

Recruitment and Selection Guidelines

Knowledges, Skills, and Abilities

· Considerable knowledge of accounting and bookkeeping practices and procedures on an automated system.
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· Considerable knowledge of laws, rules, regulations, and practices to follow in relation to the payroll function.

· Proficient in the use of word processing and spreadsheet software.
· Ability to compile and present financial reports, statements, and other records in acceptable fiscal and financial formats.

· Ability to understand and apply procedures to the maintenance of accounts payable and payroll records and reports.

· Ability to use a calculator, adding machine, and automated equipment for the maintenance of accounts payable and payroll records.

· Ability to make mathematical computations accurately and with reasonable speed.

· Ability to maintain accurate records and prepare moderately complex records and reports.

· Ability to verify accounting documents and forms for accuracy and completeness.

· Ability to establish and maintain effective working relationships.

· Ability to communicate effectively in oral and written forms.

Physical Requirements

· Must be able to physically perform the basic life operational functions of grasping, talking, hearing, and repetitive motions.

· Must be able to perform medium work exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force frequently, and/or up to 10 pounds of force constantly to lift and move objects.

· Must possess the visual acuity to prepare and analyze data and figures, perform accounting tasks, operate a computer terminal, and do required research and analysis work.

Desirable Education and Experience

Graduation from a four-year college or business school with a concentration in accounting or business with accounting course work and two years of professional accounting duties or five years of experience in an accounting or fiscal office environment.   An equivalent combination of education and experience will be considered.
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