 FINANCIAL SERVICES ANALYST

FINANCIAL SERVICES SECTION

Olympia, Washington
The courts of Washington serve the public as an equal, independent, and responsible branch of government, with more than 400 elected judges presiding at four levels: the Supreme Court, the Court of Appeals, the superior courts, and courts of limited jurisdiction, or district and municipal courts.

The Administrative Office of the Courts (AOC) is a department of the Washington State Supreme Court. Established by state statute in 1957, the mission of the AOC is to advance the efficient and effective operation of the Washington State judicial system.  The AOC carries out its mission through formulation of policy and legislative initiatives, court technology development, educational programs, and program support for 428 Washington judges and their staff.  The agency is committed to maintaining a dedicated and diverse workforce that provides the highest quality of customer service and continuously develops strategies for improving the performance and effectiveness of the court system in Washington.
POSITION PROFILE

Under the direction of the Financial Services Business Manager, the Financial Services Analyst performs professional entry level payroll, accounting, and auditing duties in accordance with generally accepted accounting principles, governmental auditing standards and regulations as well as the Administrative Office of the Courts (AOC) procedures.  The work is performed under general supervision and is reviewed by senior Financial Services Staff.  Primary duties of this position include responsibility for preparing, processing, and maintaining employee payroll and leave records for small judicial branch departments.  The Financial Services Analyst may be responsible for processing accounts payable, to include, but not limited to, contracts, pro-tempore, use tax, reimbursement of funds, encumbrances, and refunds.  The duties include analysis, review, and interpretation of reports, preparation of reports, and recommendations for enhancement of business processes.  The Financial Services Analyst prepares automated and/or manual recurring financial reports such as statements of fund balance, income statement, or balance sheet on an accrual basis and maintains ledger accounts.  The Financial Services Analyst is 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.  This position processes and prepares invoices for batching and entry into the state Agency Financial Reporting System (AFRS), as well as prepares 
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and monitors financial reports, researches and verifies financial data, reconciles reports and JV corrections.  In this position, reconciles general ledger accounts and prepares journal vouchers and responds to inquiries from clients regarding status of invoices, payments, etc.  The Financial Services Analyst assists in the development of recommendations of business improvement measures for the Financial Services section and assists higher level Financial Services staff with financial summary information, analysis of financial reports, and development of internal financial procedures.  This position is responsible for performing accounts receivable review and verification, as well as invoice preparation, and may perform other duties as assigned.
REQUIREMENTS:

· Bachelor’s degree in accounting or closely allied field.

· 10 semester OR 15 quarter hours of college level accounting.

· Combination of education and experience demonstrating a working knowledge of entry level payroll, accounting, bookkeeping, and auditing
· Two years or more of fiscal bookkeeping or recordkeeping tasks

COMPETENCIES:

· Working knowledge of accounting principles methodologies, practices, and terminology.
· Ability to learn and understand Washington State governmental accounting procedures.

· Ability to learn and understand judicial branch accounting processes and procedures.

· Demonstrate a working knowledge of report preparation, auditing techniques, and accounting applications and systems.

· Ability to demonstrate and utilize effective written and oral communication practices.

· Ability to demonstrate the use of maintaining and establishing effective working relationships with coworkers and clients.

· With assistance from senior staff, demonstrate the ability to provide professional service delivery to a wide variety of clients and customers.

· Logically integrates various ideas, intentions, and information to form effective goals, objectives, timelines, action plans, and solutions.

· Can be relied upon to achieve excellent results with little need for direct oversight.

· Earns the trust, respect, and confidence of coworkers and customers through consistent honesty, forthrightness, and professionalism in all interactions.
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DESIRABLES:
· One year experience with the Washington State payroll system
SALARY AND BENEFITS:
· As of 9/1/05, $29,880 to $37,884 (Range 40)
· Medical/Dental,  Life Insurance, and Long Term Disability Insurance programs

· Paid Vacation and Sick Leave

· State Retirement Plan
APPLICATION PROCEDURE:
Call (360) 704-4007 for an application packet or visit our web site at www.courts.wa.gov/employ.  Submit résumé and completed application to the AOC Human Resources Section, 1206 Quince Street SE, PO Box 41170, Olympia, WA  98504-1170.

Persons of disability, who need assistance in the application process or those needing this job announcement in an alternative format, may call (360) 705-5289 or the Telecommunications Device for the Deaf at 1-800-833-6388.

CLOSING DATE:  Application packets must be received by 5 p.m. on August 15, 2005.

The Administrative Office of the Courts is an Equal Opportunity Employer.  Women, racial and ethnic minorities, persons of disability, disabled veterans, Vietnam era veterans, and persons over 40 years of age are encouraged to apply.

[image: image1.png]



