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FINANCIAL SERVICES SPECIALIST



Scope of Responsibility

· Reports to Financial Services Business Manager and is responsible for providing entry level financial services accounting and administrative support duties.
· Work is performed independently within defined areas.  Work performed is generally routine in nature and does not require in-depth analysis or interpretation of data.  Work products are subject to review and approval by managerial or senior professional level staff. 

· Performs a variety of manual and automated record keeping and clerical duties which include processing routine accounts payable batches, filing, data entry and sorting mail. 


Essential Activities

· Performs electronic data entry and verification of information, enters basic data into various systems.
· Audits invoices for: compliance to policy and regulations; appropriate authorizations or signatures; correct rate used and extensions totaled accurately; and correct vendor information and account coding.  Prepare voucher for payment of invoice.

· Responds to customer requests for accessing JIS Link by: adding new accounts; adding/deleting/modifying user access; changing passwords; and other technical system issues.
· Responds to inquiries from clients regarding the status of invoices and payments, etc.

· Opens and sorts the daily mail for the Financial Services Section, completes the daily check log, mails warrants to vendors, files warrant batches, journal vouchers, cash receipt journals, and accounts receivable batches.
· Archives and tracks Financial Services payments, accounts receivable, cash receipts and journal vouchers in the automated tracking system.

· Performs other duties as assigned.



Key Competencies

· Working knowledge of basic clerical and office techniques and professional standards.

· Working knowledge of basic accounting principles and practices, equipment and software.
· Ability to recognize problems and forward suggested solutions to supervisor.

· Ability to adapt to change.

· Ability to deal with difficult personalities and to defuse situations; and provide excellent customer service.

· Stays focused on tasks in spite of distractions and interruptions; can multitask and meet multiple deadlines.

· Accepts personal responsibility for the quality and timeliness of work, productivity standards, deadlines, and work schedules.
· Ensures corrected work meets the original customer expectation.

· Understands and demonstrates excellent interpersonal communication skills.



Qualifications and Credentials

High school diploma or GED certificate and,

· One (1) year of basic financial office experience OR,

· 10 semester or 15 quarter hours of college level accounting
A combination of relevant education and experience demonstrating a working knowledge of the functions and responsibilities of the Financial Services Specialist may be considered in meeting the qualification baseline.


SALARY RANGE: 35


· Workweek may fluctuate depending on workload or agency need.

· This position is covered under the Fair Labor Standards Act (FLSA).

12/09 - Revised
6/06 – Revised

5/02 - Established
PAGE  
1
Financial Services Specialist AOC HR – 12-09

