Department of Natural Resources & Conservation

State of Montana

         An Equal Opportunity Employer 

Job Title:
Accounts Payable Supervisor 
Division: 
Director’s Office/Financial Services Office
Position #: 
20085
Location: 
Helena, Montana
Status:
Permanent/Full time
Salary:
$33,485 to $39,065 DOQ
Bargaining Unit:  None
Supplement required:  Yes

Resume required:  No


The DNRC mission is to help ensure that Montana’s land and water resources provide benefits for present and future generations.  The DNRC’s main office is located in beautiful Helena, Montana.

The DNRC believes employees are their most important asset.  The DNRC empowers employees to exercise professional judgment in carrying out their duties.  Employees are provided with the training and tools necessary to achieve the mission.  Both team effort and individual employee expertise are supported and sustained.

Online applications are encouraged; however, for applicants choosing not to apply online, please note the State of Montana Employment Application Form is required.  Completed application materials must be received by midnight    March 9, 2012 to DNRC/Human Resource Bureau/PO Box 201601, Helena MT 59620 or to a Montana Job Service.  If applying online, go to: http://mt.gov/statejobs/default.mcpx
DESCRIPTION OF DUTIES:  This position, under the supervision of the Chief Financial Officer, is responsible for reviewing and approving financial transactions entered by subordinates, inputting financial transactions, researching and reconciling data from various sources, managing accruals, asset management, records management, fuel and procard activity and cross training with Payroll Supervisor for coverage.
QUALIFICATIONS:  
· Thorough knowledge of the theory, principles and practices of accounting, fiscal management  with emphasis on governmental fund accounting.
· Thorough knowledge of GAAP, especially as it relates to governmental operations, GAAFR, GASB and Federal OMB Circulars.
· Thorough knowledge of SABHRS Financials module operations, Montana Operations Manual (MOMS), Montana Codes Annotated (MCA), and the Administrative Rules of Montana (ARMS).
· Ability to interpret and analyze accounting records and prepare complex financial reports.

· Ability to resolve complex accounting problems within accounting legal limitations through manipulation, analysis, reconciliation of accounting records, and application of proper accounting principles.

· Thorough knowledge of state and federal governmental policies and procedures applicable to state government accounting.

· Thorough knowledge of supervisory practices and procedures.

· Must have the ability to independently plan, organize and carry out project based work.

· Must have thorough knowledge of spreadsheets and word processing.

· Ability to establish and maintain effective working relationships with Department personnel, other State and Federal agencies.

· Ability to analyze facts and circumstances and arrive at sound conclusions and decisions.

· Ability to communicate effectively orally and in writing.

· Thorough knowledge of SABHRS.
EDUCATION AND EXPERIENCE:   The knowledge, skills, and abilities are typically acquired through a combination of education and experience equivalent to a two year degree in accounting, business, or related field with 3 to 4 years of progressively responsible experience in state accounting, or an equivalent combination of education and work experience.  Supervisory experience is preferred.
APPLICATION AND SELECTION PROCESS: The following factors will be considered in determining whether an applicant meets the qualifications for the position:  Application, supplemental answers, education, pertinent work experience, structured interview, and job-related past work performance.

Application materials required for this position are:

1.  State of Montana employment application

2. Answers to the attached supplemental questions marked with your name and the position number.

Applicants claiming Veteran's or Handicapped Person's Employment Preference (see state application form) must submit verification of eligibility with the application materials. Required documents include a DD-214 (military) and/or the PHHS Certification of Disability form and the Employment Preference Form.

In accordance with the immigration Reform and Control Act, the person selected must produce within three days of hire documents that show authorization to work in the United States. Examples of such documentation include a birth certificate or Social Security card along with a driver’s license or other picture I.D., or a U.S. passport, or a "green card".  Also to comply with the Montana Compliance with Military Selective Service Act, this Agency (Montana Department of Natural Resources and Conservation) must verify that the covered applicant has complied with the federal Military Selective Service Act before starting employment.
COMPENSATION: The normal salary received for employees new to state government is $33,485 to $39,065 DOQ per year with raises granted by the legislature. State employees scheduled to work at least halftime are also provided paid health, dental, and life insurance. Other benefits for eligible state employees include a credit union, a deferred compensation program, public employee’s retirement program, 15 working days annual leave per year, 12 days sick leave per year, paid holidays, and up to 15 days military leave with full pay.


APPLICATION SUPPLEMENT

Please answer the following supplemental questions.  This provides you an opportunity to present more complete and specific details regarding your qualifications.  The responses should be clear and concise since the hiring team may view them as a sample of your written communication skills.  This supplement is reviewed separately from the state application form and is part of the evaluation process.

1. Describe your knowledge and experience with supervision of employees.
2. Describe your knowledge and experience in governmental accounting and fiscal management.
3. Detail your experience in supervising accounts payable processing.  Include duties performed and supervised.
