The Salvation Army

Alaska Divisional Headquarters

IN – HOUSE HIRE NOTICE

DATE:
May 30, 2007
FROM:  The Salvation Army – Alaska Divisional Headquarters

TO:  All Salvation Army Staff Members

This is an in-house recruitment for Accounting Techs - 3
CLOSING DATE:  
Salary Range:  DOE:

The Accounting Tech I am responsible for the day-to-day processing of payable and receivable transactions for multiple companies in the Salvation Army in the Alaska Division.  The Accounting Tech I is also responsible for the maintenance and filing of records in accordance with established policies and procedures.  In addition, the Accounting Tech I is responsible for the performance of special projects and the preparation and submission of special reports as requested by the Staff Accountant, Controller, or Divisional Finance Director, or other DHQ Officers.

Minimum Requirements:

Education/Experience: 

· High School Diploma and a minimum of one years experience in a computer accounting environment  
Required Skills: 

· Accounting:  Possess a working knowledge of the accounts payable and cash receipts/accounts receivable functions and how they relate to the overall accounting system.

· Computer:  The ability to operate in a computer accounting environment.

· Office:  The ability to operate standard office equipment including calculators, copiers, telephones, 10-key by touch, etc.

· Organization:  The ability to address multiple projects in a time sensitive manner.

· Professional:  The ability to present oneself in a positive and professional manner to co-workers, supervisors and others, and maintain confidentiality in all business issues.

· Personal:  The ability to interact with both co-workers and management in a positive and friendly manner essential to this position.

· Physical:  Ability to lift twenty-five pounds handling documentation and records.

· Must be detailed oriented.

· Ability to meet deadlines, adhere to internal controls, and be accurate.

· The ability to review own work for errors and omissions.

· Ability to create and edit spreadsheets.

· Ability to write correspondence to vendors and other staff.

· Ability to create mail merges and produce vendor labels.
· Regular attendance is a requirement of this position.

Financial office environment. Must be able to work in a stressful deadline driven environment. Daily use of computer. Occasional evening or weekend work.  Must have reliable transportation.

ELGIBILITY:  Open to current permanent employees employed by The Salvation Army.

