ADMINISTRATIVE OFFICE OF THE COURTS

Job Description

FINANCIAL SERVICES ANALYST

DEFINITION:

Performs professional entry level accounting and auditing duties in accordance with generally accepted accounting principles, governmental auditing standards and regulations and Administrative Office of the Courts (AOC) procedures.
DISTINGUISHING CHARACTERISTICS:

Reports to the Financial Services Business Manager and is responsible for professional entry level accounting duties.  Work is performed under general supervision and is reviewed by a Senior or Lead Financial Services Analyst.  Work performed is routine and includes analysis, review and interpretation of reports, preparation of reports, and recommendations for enhancement of business processes.
TYPICAL WORK:

Prepares automated and/or manual recurring financial reports such as statements of fund balance, income statement or balance sheet on an accrual basis, maintains ledger accounts.

Process accounts payable including but not limited to: contracts, pro-tempore, use tax, reimbursement of funds, encumbrances, and refunds.

Responsible for the review and verification of critical information including but not limited to: budget code, approval signature, proof of receipt, social security number, payment type, etc. in accordance with established procedures and accounting standards.
Process and prepare invoices for batching and entry in to the state AFRS system.

Prepare and monitor financial reports, research and verify financial data, reconcile reports and JV corrections in accordance established procedures and accounting standards.

Reconciles general ledger accounts and prepares journal vouchers.
Respond to inquiries from clients regarding status of invoices, payments etc.

Administrative Office of the Courts

Financial Services Analyst

TYPICAL WORK (Continued)

Assists in the development of recommendations of business improvement measures for the Financial Services section.

Assists higher level Financial Services staff with financial summary information, analysis of financial reports and development of internal financial procedures.
Performs accounts receivable review and verification and invoice preparation.

May perform backup payroll related duties as assigned.

KNOWLEDGE AND ABILITIES

Knowledge of: accounting principles, methods, practices and terminology; state governmental accounting including objectives, requirements and procedures; internal auditing principles, procedures and practices; reports, office practices, automated accounting systems and applications.

Ability to: perform accounting and auditing duties within scope of position description, meet and communicate effectively with numerous individuals both public and private; communicate effectively with others orally and in writing; establish and maintain effective working relationships.

MINIMUM QUALIFICATIONS

Requires 10 semester or 15 quarter hours of college level accounting AND 2 years of fiscal bookkeeping or recordkeeping tasks. 

Additional relevant experience/education will substitute on a year for year basis. 

Workweek may fluctuate depending on work load or agency need.  

SALARY RANGE

40
Note: This position is not covered under the Fair Labor Standards Act (FLSA).
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