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Exempt
Position #100000

ESSENTIAL FUNCTION

Assist in maintaining the State Regents' complete set of records for the internal accounting, reporting, and management of the State Regents’ office.

RESPONSIBILITIES AND DUTIES

· Assist in preparing annual financial statements and with the annual financial audit.
· Assist in preparing and monitoring the operating budgets for all programs of the State Regents' Office.

· Provide assistance to cost center managers responsible for budgets.
· Perform quality reviews and internal control reviews of financial transactions of the State Regents’ Office.
· Assist in monitoring federal grant expenditures and meeting the requirements of OMB Circular A-133.
· Perform daily payment and deposits.
· Supervise business office accounts payable staff.

· Responsible for recommending to Comptroller hiring, firing, advancement, promotion or other changes in assigned employee(s) status.

· Prepare journal entry functions in absence of assigned staff person.
· Maintain the accounts receivable system for Regents’ Office in absence of assigned staff.
· Assist with implementation of new or interfaced financial sub-systems.
· Prepare statistical, financial, or other accounting related reports as requested.
· Performs other similar duties as assigned.
POSITION QUALIFICATIONS

Bachelor’s degree in Accounting and three (3) years professional accounting experience. CPA certification and governmental accounting experience required.  Knowledge of auditing procedures and accounting principles.  Skilled in preparing accounting and financial reports.  Excellent verbal and written communication skills.  Good analytical and organizational skills.  Ability to manage multiple tasks with attention to detail.  Proficient computer skills in Word, Excel and accounting software. 

SUPERVISION
The employee performs work under the supervision of the Comptroller.
Interested candidates may submit a cover letter and resume (including a list of 3 professional references) to:

Oklahoma State Regents for Higher Education

Human Resources

Post Office Box 108850

Oklahoma City, Oklahoma 73101-8850

(405) 225-9230 (fax)

hr@osrhe.edu (e-mail)

THE OKLAHOMA STATE REGENTS FOR
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JOB DESCRIPTION


Assistant Comptroller
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