
	[bookmark: _GoBack]CWU Position Description 


	Employee Name: 
	Employee ID: 

	Position Title: Fiscal Tech 1/2/3/Lead/Supervisor
	Position Classification (if different):

	Position #: 
	Department: 

	[bookmark: Check1]Appointment: Ongoing |_| Project |_| 
[bookmark: Check10][bookmark: Check11][bookmark: Check12]Interim  |_|  Acting  |_|  Temporary  |_|
	[bookmark: Check3]Employee Type: Civil Service |_| Exempt |_|

	Cycle of Appointment: 
	Hours per Week:

	Work Schedule:
	Labor Code:
	FLSA:

	Supervisor's Name: 
	Supervisor's Title: 


	Job Summary
Summarize the main reason(s) this position exists.  The statement should include the position's general function and overall level of responsibility.  Please try to limit the summary to three or four sentences.

	The Fiscal Technician provides fiscal/budget support by using established procedures in recording, summarizing, and reporting fiscal activities such as; recordkeeping, auditing, analysis, budgeting, payroll, travel, purchasing, and other types of fiscal operations. This position prepares and maintains fiscal records while compiling and ensuring the accuracy of reports.
OR
Provides fiscal support using independent judgment in the interpretation and application of a variety of rules and procedures in specialized fiscal functions, such as internal control, revolving fund maintenance control, and providing resource data for reports. This position is expected to perform detailed fiscal work and make decisions to solve problems that may arise.

	Work Assignment
How is work assigned?  Describe the degree to which job related tasks are regulated or controlled by the supervisor and the frequency and extent of supervisory review of the results.

	Working under general direction, the incumbent independently plans and organizes work assignments. Projects and specific tasks may be assigned by the supervisor either verbally or in writing. Work is reviewed periodically to ensure department goals are being met.

This position reports to the_________. Work is generally self-initiated, but specific tasks or projects will be assigned. The employee will prioritize their work to meet deadlines and requirements. Work may be checked periodically to ensure that expected outcomes are being achieved.

	Working Guidelines
Indicate any specific policies, procedures, guidelines or regulations/standards under which work is performed.

	Work is performed under State Accounting Guidelines and CWU policy. Position works in accordance with State and Federal Regulations, University policies and procedures and applicable collective bargaining unit agreements.

	Credit Card Information

	Will this position store, process, transmit or have access to multiple credit card information at one time? If yes, it is covered by the provisions of the "Visa and MasterCard Payment Card Industry Security Standards."
[bookmark: Check8][bookmark: Check9]Yes  |_|  No   |_|

	Required Qualifications

	· Training and/or experience demonstrating the ability to manage budgets and fiscal operations such as: accounts payable, accounts receivable, auditing, analysis, budgeting, payroll, travel and/or purchasing including reconciliations.
· Experience or training that demonstrates the ability to use Microsoft Office Suite, specifically including Excel, Word, Access, and/or similar software applications to produce written correspondence, create and maintain spreadsheets, and receive and respond to e-mail inquiries, tasks, etc.
· Customer service experience.
· Excellent oral and written communication skills.
· Experience exercising independent judgment regarding fiscal decisions.
· Experience performing multiple tasks in a fast-paced environment. 
· OR any combination of education and experience which clearly demonstrates the ability to perform the essential functions of the job.

	Preferred Qualifications

	· Bachelor’s Degree in Accounting, Finance or related field. 
· Experience running data queries in FMS or other reporting applications such as PeopleSoft.
· Experience with extracting data from an ERP System or other similar systems. 
· Experience with account or program fund reconciliations.
· Experience exercising independent judgment regarding fiscal decisions.
· Supervisory experience (if supervisory position)

	Competencies

	· Accountability/Dependability: Accepts responsibility for quality of own work; acknowledges and corrects mistakes. Shows up on time, meets standards, deadlines and work schedules.
· Judgement: Makes timely, informed decisions. Analyzes options and determines appropriate course of action.
· Teamwork: Promotes cooperation and mutual support to achieve goals. Encourages participation and mutual support.
· Adaptability/Flexibility: Responds positively to changing business needs and responsibilities. Adapts approach and methods to achieve results; recovers quickly from setbacks and finds alternatives.
· Commitment to Diversity: Recognizes the value of diversity and helps create environment that supports and embraces diversity.

Desired Knowledge, Skills, and Abilities
· Ability to establish and maintain effective working relationship with others
· Ability to respond quickly and effectively to uncertainty and constant changes
· Ability to consistently be at work and on time, follow instructions (verbal and written), respond to management direction and solicit feedback to improve performance
· Knowledge of the Generally Accepted Accounting Principles
· Ability to embrace and promote a diverse environment

	Working Conditions
Describe working environment (office, field, indoors/outdoors, exposure to risks, safety requirements, etc.) and anticipated variation in working hours (such as flexible schedule, some evening and weekend work, occasional travel, etc.

	[bookmark: Check4]|X| Office/Clerical Positions:
Work is performed in an indoor office setting with frequent in-person interactions.  It is essential to be able to remain at a desk/computer work station for prolonged periods of time, perform extensive data entry and other computer-related tasks and create/maintain filing systems for departmental records.  Some evening or weekend work and/or occasional travel may be required. Employee may be required to work at any location on the CWU campus to which they are assigned.

	Essential
Functions
	Job Duties
	%

	
	[Supervisor: Include the following statements which accurately reflect duties to be performed by your employee.]

May perform any or all of the following duties:

- Prepares, maintains, and modifies fiscal record keeping systems, databases, reports, and spreadsheets; reviews fiscal records and budget reports; verifies accuracy; assists in formulating corrective action; 

- Reconciles budget status reports and prepares expenditure projections; notifies appropriate individual of any projected or actual over-or under-expenditures; 

- Ensures compliance with departmental, institutional, and/or granting agency policies, rules, and regulations; maintains purchasing records and resolves problems; reviews and allocates purchases to proper budget and category; 

- Calculates salary and benefits costs; initiates, records, and ensures the accuracy of personnel and payroll action documents; 

- Maintains and processes travel expense records; allocates travel expenses to appropriate budgets;

- Maintains and processes travel expense records; ensures compliance with state and institution regulations and procedures; allocates travel expenses to appropriate budgets.

- Compiles, inputs, and computes payroll data from a variety of source documents, such as time records, personnel action forms, contracts, etc.; 

- Ensures compliance with institutional, state, and federal requirements in all budget, payroll, and travel actions; 

- Enters fiscal transactions; compiles and prepares periodic fiscal statements and reports; 

- Assists higher-level personnel with summary information and analysis of records and reports;

- Assists higher-level fiscal personnel with summary information and analysis of records and reports; Identify areas of concern where overspending may take place.

- Prepares, audits, verifies, and processes final documents such as vouchers, purchase requests, invoices, receipts, payroll forms, etc.; 

- Prepares, verifies, and controls input being processed, including responsibility for input;

Maintains accounts and records; authorize and enter fiscal transactions; compile and prepare periodic fiscal statements and reports;

- Assists higher-level fiscal personnel with summary information and analysis of records and reports; Identify areas of concern where overspending may take place.

- Maintains and processes travel expense records; ensures compliance with state and institution regulations and procedures; allocates travel expenses to appropriate budgets.
- Prepares, audits, verifies and processes final documents such as vouchers, purchase requests, invoices, receipts, payroll forms and bank deposit verifications; 
- Interprets fiscal policies and procedures; assist in the monitoring and review of computer input/output; provide suggestions for development and maintenance of computerized financial management and budget development systems; 
- Prepares, verifies and controls input being processed, including responsibility for input; 
- Serves as custodian of funds deposited with institution; review and consolidate receipts, bank deposits and other fiscal documentation to ensure accountability of funds; 
- Reviews and verifies fiscal reports for accuracy; investigate and correct errors to ensure compliance with established procedures and policies; 
-Maintains purchasing records and resolves problems; reviews, approves and allocates purchases to proper budget and category; ensures compliance with departmental, institutional, and/or agency policies, rules, and regulations. 
- Recommends improved procedures for preparation of fiscal reports.
- Maintains accounts and records; authorize and enter fiscal transactions; compile and prepare periodic fiscal statements and reports; 
- Prepares, audits, verifies and processes final documents such as vouchers, purchase requests, invoices, receipts, payroll forms and bank deposit verifications; 
- Interprets fiscal policies and procedures; assist in the monitoring and review of computer input/output; provide suggestions for development and maintenance of computerized financial management and budget development systems; 
- Prepares, verifies and controls input being processed, including responsibility for input; 
- Serves as custodian of funds deposited with institution; review and consolidate receipts, bank deposits and other fiscal documentation to ensure accountability of funds; 
- Reviews and verifies fiscal reports for accuracy; investigate and correct errors to ensure compliance with established procedures and policies; 
-Maintains purchasing records and resolves problems; reviews, approves and allocates purchases to proper budget and category; ensures compliance with departmental, institutional, and/or agency policies, rules, and regulations. 
- Recommends improved procedures for preparation of fiscal reports

- Positions may lead or supervise lower level staff.

Check all that apply:
|_| Perform routine secretarial duties; decision making authority is limited
|_| Perform complex secretarial duties such as independently plan, organize, prioritize and initiate activities that are not always within established guidelines; evaluate budget(s) status and initiate corrections; assist in the development of organization budget; develop travel itineraries; compile reports, studies, applications; develop, modify and/or maintain data base management, office record keeping, or filing system(s); coordinate office operations; resolve problems
|_| Leads staff - Assigns and checks work and provides training. May provide feedback to supervisor to assist with work assignments and job performance.  
|_| Supervise staff
	

	
	Supervisory Duties  Yes  |_|/No  |_|  
· Actively engages in recruitment and hiring new employees; 
· Clearly defines performance expectations, ensure accountability, and provides ongoing informal feedback, coaching, and mentoring. Conducts formal performance evaluations; 
· Ensures employees have necessary resources; 
· Oversees and directs the work of staff; serves as mentor, coach and leader, and resolves complaints or issues;
· Promotes professional development opportunities; 
· Develops and fosters supportive working relationships, motivation and engagement; 
· Communicates information to staff on an ongoing basis to influence staff engagement and to be a part of a larger community; 
· Takes corrective action in a timely manner;
· Recognizes and rewards employees for good performance; 
· Schedules employee work hours/shifts; monitor hours worked; approve payable time and absence requests; 
· Adjusts leadership style as needed to achieve results;
· Recognizes value of and promotes diverse workforce. Values and encourages diverse perspectives, creativity and teamwork
	

	No
	Other duties as assigned
	5%

	Signatures

	
The job duties are an accurate reflection of the work performed by this position.
___________________________________ ___________________________

Supervisor Signature	Date 


	
As the incumbent in this position, I have received a copy of this position description.
___________________________________ ___________________________

Employee Signature	Date 
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