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MONTANA JUDICIAL BRANCH

Accounting Supervisor
FUNCTION:

Supervises branch accounts payable and accounts receivable.  Includes reviewing and approving related accounting documents and providing direct supervision of the account specialists.  Other duties include providing financial information to management, working as the department liaison with federal and state auditors, and performing monthly and year-end reviews of the general ledger to identify unusual balances.  The position is involved in special projects involving research and analysis of financial data and transactions.

Prepares financial reports and reconciliations, performs internal audit functions relating to the legality and propriety of expenditures, and projects cash needs to maintain sufficient cash flow.

The individual in this position develops and implements internal policies, procedures and systems that provide internal controls in the accounting system and implements changes based on audit recommendations and revisions to Generally Accepted Accounting Principles (GAAP).  Works closely with other work units within the Court Administrator’s Office, other programs within the branch, and the Department of Administration.

SUPERVISON RECEIVED:

The individual in this position works independently with minimal supervision.  The Accounting Manager consults with other staff or the Administrative Services Director when questions arise.  The Administrative Services Division Director assigns various tasks and projects to the Accounting Manager.  The Administrative Services Director consults with the Accounting Manager on a project-by-project basis but is generally focused on the end product and does not provide specific step-by-step directions or supervision.

SUPERVISION EXERCISED:

Direct supervision of two accounting specialists is exercised.

EXAMPLES OF WORK PERFORMED (Illustrated Only):

· Establishes procedures to ensure daily incoming invoices are accurately paid

Within acceptable timelines for all the programs under the Judiciary.  Reviews and approves vouchers using SABHRS.  Audits and approves employee travel claims.  Reviews and approves all incoming and outgoing interunit journals using SABHRS.

· Establishes procedures to ensure incoming funds are handled according to State and federal policy.  Reviews and approves the daily deposits for all the programs under the Judiciary using SABHRS.

· Supervises and approves coding into the PARIS system for all credit card purchases for over 100 Judiciary employee Procard holders.

· Establishes procedures for management of Judiciary fleet vehicles.  Coordinates title registration through Department of Motor Vehicles in Deer Lodge; and coordinated insurance, gas cards, and tort claims through Department of Administration.

· Provides payment information on Excel spreadsheet for the Boards and Commissions.

· Responsible for the development of accounts payable and receivable files and the storing of all financial records for all fiscal years.

· Responsible for all 1099 information corrections, adjustments and other problems related to 1099s for outside vendors.

WORK CONTACTS:

Regular contact with Administrative Services staff, District Court Judges, Supreme Court Justices, court personnel in all Judiciary programs, state and local government agencies, and outside vendors to provide explanations, gather information, respond to inquiries, and resolve complaints.

CONDITIONS OF WORK:

Work is performed primarily in an office setting, and requires frequent use of personal computers, telephone, calculator and copier.

DESIREABLE KNOWLEDGE, SKILLS AND ABILITIES:

This position requires thorough knowledge of accounting theory, principles and practices, Statewide Accounting, Budgeting and Human Resource System (SABHRS).  A thorough knowledge of personal computers and spreadsheet applications is required.

Must have the ability to plan, organize, manage, and supervise the work of others: to provide leadership and coordination; to communicate clear plans, goals and methods of performance, and to motivate and evaluate staff.  Must be a self – motivated and effective team leader and capable of handling multiple tasks.

Must have the ability to analyze and interpret accounting data; prepare financial reports; comprehend, interpret, and apply laws, rules and regulations in a consistent manner.  This position requires the ability to make independent judgments and decisions related to the fiscal processes of the branch.  The individual must have the ability to arrive at sound, reasonable conclusions.  This position requires the ability to perform intellectual analysis and evaluation while applying accounting principles and practices to diverse and complex assignments.  Must have the ability to communicate effectively with a variety of people both orally and in writing; and establish and maintain effective working relationships.

ACCEPTABLE EDUCATION AND EXPERIENCE:

The above knowledge, skills and abilities are typically acquired through a combination of education, experience or training equivalent to a Bachelor’s Degree in Accounting, Business Administration or closely related field; three years of progressively responsible accounting experience, including at least two years of SABHRS experience; and at least one year of leave worker and/or supervisory experience.  Experience with federal grants is preferred.

DISCLAIMER:

The above information on this description has been designed to indicate the general nature and level of work performed by employees within this classification.  It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employees assigned to this job.
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