Accounting Technician 

SUMMARY: 

Performs a variety of routine day-to-day operations related to account reconciliation, preparing bank deposits, ledger entries, and cash handling.

DUTIES AND RESPONSIBILITIES: 

1. Performs daily and monthly reconciliations to the general ledger, to include reclassifications; receives and balances documents of deposits received, and distributes remittance advices.

2. Prepares routine entries and posts financial transactions

3. Reconciles entries and internal ledger to financial reporting system reports

4. Handles cash and cash related transactions, issues receipts, records, and types money lists, and balances cash fund.

5. Enters cash transactions in ledger and reconciles cash reports.

6. Prepares bank deposits.

7. Assists in preparation of financial statements such as billings, budgets and cost reports. 

8. Ensures strict confidentiality of financial records, in compliance with federal and state patient privacy legislation.

9. Follows established departmental policies, procedures, and objectives.

10. Performs miscellaneous job-related duties as assigned.

MINIMUM JOB REQUIREMENTS:
High school diploma or GED; at least 2 college level accounting courses with a grade of ‘B’ or better.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Basic data entry and/or word processing skills.

· Experience with MS Office, especially Excel.

· Experience with General Ledger accounting software, Banner, and/or Hyperion.

· Knowledge of cash management principles and/or procedures.

· General knowledge of university accounting procedures.

· Knowledge of accounts payable procedures and practices.

· Ability to prepare routine administrative paperwork.

· Ability to read, sort, check, count, and verify numbers.

· Ability to perform simple accounting procedures.

· Records maintenance skills.

· Account balancing skills.

· Ability to use an automated accounting system.

· Ability to analyze and solve problems.

· Ability to prepare financial reports.

