	 Financial Skills

	1. Able to correctly identify proper accounting codes for funding sources, DeptID’s, accounts, programs and classes for payments.

	2. Able to audit debentures submitted by ad hoc attorneys.

	3. Appropriately deals with debenture problems and questions.

	4. Able to ensure that proper approvals for expenditures and debentures have been obtained.

	5. Able to accurately enter and approve payments through Vision system.

	6. Able to generate purchase orders through Vision system.

	7. Able to appropriately apply refunds of expenditures through Vision System and process bank deposits.

	8. Able to generate and apply transfers in Vision system.

	9. Able to monitor receipts of funds from state and federal sources. 

	10.  Able to provide detailed data and reports as to status of appropriations, reconciliations and expenditures.  

	11.  Able to interpret and apply rules and regulations of considerable complexity.

	12.  Able to develop and install appropriate checkpoints to maintain overall integrity of financial system.

	13.  Able to identify financial system weaknesses and/or voids and apply effective remedial action.

	14.  Able to maintain filing system of payments

	15.  Able to maintain filing system of ad hoc assignments and payments.

	16. Able to maintain filing system of AC expenditure approvals.

	

	 Financial Knowledge

	1.  Demonstrates considerable knowledge of accounting principles and practices.

	2.  Demonstrates considerable knowledge of State’s computerized financial management information system (Vision).

	3.  Demonstrates considerable knowledge of State budgeting procedure.

	4.  Demonstrates considerable knowledge of department’s funding sources and allocation of funds.

	5.  Demonstrates considerable knowledge of State personal services contract procedures.  

	6.  Demonstrates considerable knowledge of State purchasing practices and procedures.

	7.  Demonstrates awareness of indirect cost allocation principles and procedures.

	8.   Demonstrates considerable knowledge of the department structure, programs and services provided.

	

	 Administrative Skills

	1.  Accurately reviews and submits claims for employee expense reimbursements.

	2.  Demonstrates considerable knowledge of State payroll expense reimbursement procedures.

	3.  Demonstrates knowledge of personnel administration principles and practices.

	4.  Demonstrates knowledge of purchasing contracts and procedures.

	5.  Able to maintain personnel expense reimbursement files and records.

	6.  Able to process supply orders.

	

	 Professionalism

	1. Demonstrates professional demeanor.

	2. Responds appropriately to work requests.

	3. Able to establish and maintain effective working relationships.

	4. Performs job functions with tact and discretion.

	5. Able to communicate effectively with staff, attorneys, other departments and the public.

	6. Able to work independently and exercise initiative.

	7. Seeks advice and guidance from supervisors when appropriate.


