ADMINISTRATIVE OFFICE OF THE COURTS

Financial Services Analyst


ADMINISTRATIVE OFFICE OF THE COURTS

Job Description

FINANCIAL SERVICES ANALYST

DEFINITION:

Performs professional entry level accounting, payroll and/or 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 and/or payroll duties.  Work is performed under general supervision and is reviewed by senior Financial Services staff.  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.

Duties may include responsibility for preparation and processing of payroll and maintenance and processing of leave for small judicial branch departments.
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.

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 other duties as assigned.

	Position 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 entry level accounting, bookkeeping, auditing and/or payroll functions. 
	Two years or more of fiscal bookkeeping or recordkeeping tasks.

	


CORE COMPETENCIES

	Technical Competencies

	Specific skills required to perform the identified work at the expected level of performance.

	Requirements

	· 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.


	Planning Competencies

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

	Behavioral Examples

	· Identifies potential tasks, activities, and timelines necessary to achieve a stated purpose.
· Develops a clear understanding of required action steps as gained through on-the-job experience.
· Acquires and integrates input from others regarding critical actions, timelines, sequencing, and priorities.
	· With assistance and guidance from senior staff understands the need to identify priorities, be aware of time sensitive circumstances.

· Learn and implement new concepts; adapt to change; interpret and effectively communicate policies and procedures; instruct individuals and groups. 
· With assistance and guidance from senior staff learns to recognize potential problems and opportunities for improvement.
· 


	Accountability Competencies

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

	Behavioral Examples

	· Meets productivity standards, deadlines, and work schedules.
· Stays focused on tasks in spite of distractions and interruptions.
· Accepts personal responsibility for the quality and timeliness of work.
· Ensures corrected work meets the original customer expectation.
· Personally owns and acknowledges responsibility for meeting expectations.

	· Makes best use of available time and resources.
· Acknowledges and corrects mistakes.

· Clearly sees and understands the customers’ expectations and ensures that work products meet those expectations.

· Faces up to problems with people quickly and directly. 
· Understands communication mechanisms and measures goals accurately.


	Ethics and Integrity Competencies

	Earns the trust, respect, and confidence of coworkers and customers through consistent honesty, forthrightness, and professionalism in all interactions.

	Behavioral Examples

	· Maintains confidentiality.
· Avoids inappropriate situations and associations.
· Does not misrepresent him/herself for personal gain.
	· Keeps promises and commitments made to others.
· Tells the truth.
· Uses public funds and resources appropriately.


SALARY RANGE

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

· Workweek may fluctuate depending on work load or agency need.  
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