JOB ANNOUNCEMENT
Accountant 4 
AGENCY:

Indiana Department of Labor
JOB POSTING ID:
592509
APPLY BEFORE:
October 15, 201

LOCATION:

Indianapolis
HIRE SALARY:
$26,702
TO APPLY:

http://www.in.gov/spd/2334.htm 
JOB DESCRIPTION

Incumbent is involved in an array of duties involving the application of complex procedures and policies that can be found within the Operations Division and the Finance Department of the Indiana Department of Labor (IDOL).  All levels of work maintained by incumbent have direct ramifications on the agency, more specifically, the Finance Department. Reports to the Controller and representative duties include:

· Provide administrative support directly to the agency Assistant Controller and the Controller;
· Process Expense Reports in the PeopleSoft Travel & Expense for payment by the Auditor’s Office;

· Prepare and process accounts payable in PeopleSoft (identify the appropriate fund center & account code);

· Prepare the daily Report of Collections;

· Make daily deposits on behalf of the agency with the Treasurer’s and Auditor’s Office;

· Coordinate all out-of-state travel requests and approvals;

· Arrange all hotel and flight accommodations for employees, with consideration of any special arrangements;

· Appropriately organize and maintain all agency supplies and equipment by Federal grant; assist in logging in and dispersing shipments and in fielding questions or requests; 

· Manage and direct outgoing and incoming correspondence, schedule requests and phone inquiries appropriately;
· Liaise with Indiana Department of Administration employees and those from other state agencies to ensure effective and efficient processes that are consistent within the state;

· Prepare financial files for record retention and/or destruction in compliance with state and federal law;
· Complete other duties, special projects and training as assigned.
PREFERRED EXPERIENCE
Four (4) years work experience in accounting; auditing; or accredited college training in a related field preferred or related work experience may substitute.

· Excellent verbal communication skills; ability to speak and write in a professional and concise manner;
· Knowledge of and ability to follow applicable federal and state laws, policies, procedures, regulations, rules, etc. pertaining to Operations activities as well as various state, IDOL and IOSHA functions;
· Strong mathematical/arithmetic skills with attention to detail and accuracy;

· Solid computer skills with fast and accurate typing including 10-key entry;

· Strong Microsoft Office; Outlook, Excel, and Word required;
· PeopleSoft experience preferred but not required;
· Ability to work under pressure, and practice diplomacy, tact and courtesy when dealing with employees or other customers that are upset;

· Ability to coordinate the work of the financial staff;

· Ability to maintain confidentiality and cooperative work relationship;.
· Ability to maintain and organize records.
