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LEAD FINANCIAL SERVICES ANALYST



Scope of Responsibility
Performs professional senior level accounting, auditing, and/or budgeting duties in accordance with generally accepted accounting principles (GAAP), governmental auditing standards and regulations, and Administrative Office of the Courts (AOC) procedures.  Work performed includes analysis, review and interpretation of reports, preparation and presentation of accounting and management reports, and recommendations for enhancement of business processes.  Performs lead duties for positions within the section.
Reporting to the Financial Services Business Manager, this position is a member of the agency staff, responsible for providing planning and budget input to the manager within the section.  Work is done under general direction, and as assigned by management.  Decision-making is within established guidelines and defined rules and procedures, although some areas require interpretation and/or development of possible approaches.



Essential Activities

· Assists Business Manager and Comptroller with accounting controls, procedures to implement new federal, state, or legislative guidelines, operating and reporting procedures, and monthly analysis of expenditure reports.

· Primary grants manager for all federal, state, and/or local grants.  Includes knowing and ensuring enforcement of all federal, state, and/or local tracking and accounting requirements.  Establishes expenditure tracking report(s) and prepares required billing documents to request funds.
· Primary chart of accounts manager.  Includes knowing and understanding all program and project hierarchy; and maintaining AFRS and agency files.
· Primary backup to accounts payable staff during peak workload times.  

· Performs independent study and research.  Analyzes general ledgers, expenditures, complex financial or statistical data, and encumbrances.  Identify issues and/or concerns and initiate resolution.

· Oversees electronic fund transfers daily cash receipts and deposits.

· Prepares JCTS encumbrance report reconciliation, W-9 review, annual 1099 miscellaneous forms, Unclaimed Property, various fiscal year and biennium closing duties, and AFRS payroll error file.
· Helps explain State, Federal and Agency financial and accounting policies and regulations to agency staff and judicial officers.

· Responsible for the timely and accurate receipt of interest and principal payments of lease payments. 
· Reviews and approves Journal Vouchers and payment batches prepared by other Financial Services staff.
· Participates in the review of accounting and financial reporting systems; recommends changes and/or development of new systems or procedures; and helps identify and develop electronic means of publishing financial documents.
· Participates in the development and recommendations for business improvement measures within the Financial Services section.

· Performs lead duties, including overseeing daily staffing levels and operations, planning and balancing workload, providing basic training for assigned duties, instructing and monitoring work product and quality, maintaining leave calendar and approving routine leave requests, resolving procedure or workflow conflicts, providing input to supervisor regarding managerial issues, and informs the supervisor of needs, issues and concerns.

· May perform other duties as assigned.



Key Competencies

· Proficient knowledge of accounting and audit principles methodologies, practices, and terminology.

· Proficient knowledge of Federal, State, and local grants.

· Proficient knowledge of state chart of accounts hierarchy.

· Working knowledge and understanding of State and Federal governmental accounting policies, procedures, regulations, and financial operations.

· Working knowledge and understanding of judicial branch accounting processes and procedures.

· Proficient in report preparation, auditing techniques, and accounting applications and systems.

· Professional demonstration and utilization of effective written and oral communication practices.

· Professional ability to perform complex account and auditing duties within scope of position.

· Professional demonstration and utilization of communication mechanisms and understands the importance of establishing and maintaining effective working relationships with coworkers and clients.  
· Ability to openly share accounting theory, methods and/or processes.
· Proficient ability to identify potential tasks, activities, and timelines necessary to achieve a stated purpose. 

· Advanced level of Excel software including the ability to implement complex formulas.
· Proficient ability to recognize potential problems or opportunities for improvement.  Helps establish effective, orderly procedures dealing with financial record keeping systems, policy and/or procedures.

· Proficient ability to acquire and integrate input from others regarding critical actions, timelines, sequencing, and priorities.
 Understands and determines priorities, in relationship to time sensitive circumstances.

· Learns and implements new concepts; adapts to change; interprets and effectively communicates policies and procedures.
· Exercises professional level of Customer Service to a wide variety of clients and customers by clearly seeing and understanding customers’ expectations and ensures that work products meet those expectations.

· Professional ability to solve problems quickly and clearly. 



Qualifications and Credentials
· Bachelor’s degree in accounting or closely allied field to include 20 Semester or 30 quarter hours of college level accounting AND two years of journey level accounting experience; OR
· Six (6) years or more of fiscal bookkeeping or recordkeeping tasks with three (3) of these years at journey level accounting experience AND 20 Semester or 30 quarter hours of college level accounting.

A combination of relevant education and experience demonstrating a working knowledge of the functions and responsibilities of the Accounting and Grants Management Financial Services Analyst may be considered in meeting the qualification baseline.



SALARY RANGE:  50 


· Workweek may fluctuate depending on workload or agency need.

· This position is not covered under the Fair Labor Standards Act (FLSA).
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