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MONTANA JUDICIAL BRANCH

FINANCIAL SPECIALIST

Nature of Work:
This position performs technical accounting and related clerical work involving the preparation and maintenance of Judicial Branch accounting and financial transactions and provides assistance to other financial and program personnel.
Work includes processing Financial Services incoming mail and funds received, reconciling and balancing vendor accounts, processing probate forms and preparing required reports to District Courts, auditing and coding vendor invoices and processing claims for payment, auditing and processing travel reimbursements in accordance with applicable policies and procedures, ordering supplies and items as necessary for Financial Services personnel, handling work requests to general services and requesting necessary phone changes.  Answers telephone and directs calls to applicable areas, updates and maintains all Judicial Branch phone directories and lists.  Maintains Financial Services filing system and files documents as necessary.   Must be able to complete multiple tasks and effectively deal with internal and external customers.  Work requires the exercise of judgment in accounting related issues in accordance with generally accepted accounting practices and procedures, detailed instructions, rules of court, state statutes, court policies and procedures. Work is reviewed in progress and upon completion for accuracy, completeness, timeliness and adherence to guidelines and requirements and is subject to audit.

Essential Functions:
(Any one position may not include all of the duties listed, nor do the examples cover all the duties which may be performed.)

· Maintains accounting databases and spreadsheets; updates information; assigns account numbers and other accounting coding; reconciles and balances accounts monthly; prepares forms for reimbursement of expenses; prepares daily collection report for incoming monies; prepares accurate and timely reports of financial data as required.

· Receives, verifies, codes and processes claims for payment using SABHRS accounting system; insures paperwork is complete; contacts other staff and vendors about discrepancies; refers unusual situations or questionable allocations or funding to supervisor. 

· Collects, organizes, verifies and enters a variety of data; researches and cross-references information; maintains records and files; maintains, updates and distributes lists. 

· Creates and updates phone directories, forms and instructions. 

· Maintains information tracking database; prepares status reports. 

· May schedule appointments and meetings; receives, copies, and distributes schedules and materials.

· Organizes and maintains office supplies; orders items as necessary.
· Performs receptionist duties; receives and provides information in person and by telephone, mail or e-mail; greets and directs or refers visitors and callers; takes messages; obtains information from sources; explains policies and procedures; refers more complex or sensitive inquiries to the supervisor or an appropriate official.  

Knowledge, Abilities and Skills:

Knowledge of accounting principles, procedures and practices.


Knowledge of computerized accounting, budgeting and related programs (SABHRS system).

Knowledge of modern office practices, procedures and equipment.

Ability to learn rules of court, state statutes, case processing, policies and procedures of the area of court assigned.


Ability to make arithmetic computations and tabulations rapidly and accurately.

Ability to account for and handle money, including cash. 


Ability to recognize and reconcile discrepancies in financial records.


Ability to prepare and maintain accurate and complete financial records and various financial reports.


Ability to understand and follow oral and written instructions relating to accounting tasks.

Ability to communicate ideas clearly and concisely, both orally and in writing, with a diverse group of people.


Ability to interpret, explain and apply laws, rules, policies and procedures.

           Ability to establish and maintain effective working relationships with co-workers, Judicial Branch personnel, representatives of other agencies and the general public.


Ability to operate a calculator, personal computer and other office equipment.


Ability to work independently (plan and organize own work) while adjusting to priorities and meeting established deadlines.

Working Conditions:
Work is performed primarily in an office setting. 

Physical Demands:
Work is essentially sedentary with occasional walking, standing, bending, reaching and lifting and carrying items under 25 pounds such as papers and files. Some positions may require periods of extended computer use.

Qualifications:
(Any combination of training and work experience which indicates possession of the knowledge, abilities and skills listed above.  An example of an acceptable qualification for this position is:)

Possession of an Associate’s degree from an accredited college or university in accounting, finance or a related field or graduation from an approved high school or vocational school and experience in bookkeeping, collections, or accounting. 

Licensure and Certification Requirements:
None 
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