OREGON DEPARTMENT OF HUMAN SERVICES

Administrative Services Employment Opportunity

ACCOUNTING TECHNICIAN 3
(ACCOUNTS PAYABLE CLERK)
$2388 - $3437 MONTHLY

ANNOUNCEMENT NUMBER:  LEHS8858
CLASSIFICATION NUMBER:  C0212
 

OPEN:  SEPTEMBER 5, 2008
APPLICATION DEADLINE:  SEPTEMBER 19, 2008
LOCATION:  SALEM

This position is with Administrative Services/Office of Financial Services (OFS)/Contracts Payable Unit, which is part of the Department of Human Services (DHS).  There is one full-time opening located in Salem.  This position is represented by a union.

This recruitment announcement will be used to establish a list of qualified candidates to fill the current vacancy may be used to fill future vacancies as they occur.

The Office of Financial Services (OFS) is responsible for accurately recording and reporting the financial status of the Department.  OFS is the steward of the Department’s financial resources ensuring integrity and accountability by efficiently and effectively providing accurate, accountable and responsive financial management and business services to DHS clients, stakeholder, state and federal partners, and employees.

OFS is organized by functional area providing a full-cycle accounting system including accounts receivable, accounts payable, contract payments, payroll, receipting and trust, general ledger accounting, interface and accounting system development and maintenance, state, federal and management reporting and financial analysis.

This position will be involved in assisting the Office of Financial Services in becoming a “lean” organization.  This means organizing work to get the right information to the right place at the right time, while minimizing waste and being flexible and open to change.   Under a lean organization, employees closest to the work are empowered to use their talent to develop more efficient process and progress is verified through measures.

QUALIFICATIONS

Three years of technical support accounting experience.  Two years of the experience must include a) coding transactions and checking them for propriety, b) balancing, and c) resolving discrepancies in computer edits; 
OR
At least 90 quarter (60 semester) credit hours from an accredited college, university, or vocational-technical school that includes 12 quarter (9 semester) hours in accounting.

Training or experience must include operating a ten-key calculator by touch and using a computer to enter, update, or retrieve information.  
NOTE:  Submit a copy of your transcripts only if you are using 90 quarter (60 semester) credit hours from an accredited college, university or vocational-technical school to qualify.  Please CLEARLY MARK the 12 quarter (9 semester) hours in accounting.
SUBMIT THE FOLLOWING 

State of Oregon Application Form PD100 and
A cover letter that clearly addresses the following desired competency listed below.  If you do not respond to the desired competency, you may not be offered an interview.  Qualified applicants whose background most closely matches the desired competency will be invited to interview.

· Describe your experience using the Statewide Financial Management Application (SFMA).  
You may e-mail, deliver, mail, or FAX your completed application materials.  They must be received no later than the application deadline.

E-mail:

dhs.recruitment@state.or.us
(Please include announcement number LEHS8858 in the subject line of the e-mail.)
Deliver/Mail:
Department of Human Services

Recruitment and Retention Unit

ATTENTION:  Brett Marconeri

500 Summer Street NE, E22

Salem OR 97301-1099

or

FAX your application to 503-378-2249 

When faxing your application please include a cover sheet indicating number of pages sent.
Due to the high volume of incoming applications, we are unable to verify receipt of applications.
APPLICATION PROCESS

Obtain application materials, job, and benefits information by doing one of the following:

· Access the DHS website at http://www.oregon.gov/dhs/jobs 

· Contact your local Oregon Employment Department office.

If you need assistance to participate in the application process, you are encouraged to call 503-945-5698 (voice) or 503-945-6214 (TTY) between 8:00 a.m. and 5:00 p.m. (Pacific Time) Monday through Friday.

Keep a copy of your application materials for your job interviews.  DHS does not provide copies. Although faxing your application is an option, DHS is not responsible for materials that are illegible or missing as a result of FAX transmission errors or loss in the mail or e-mail. Due to the high volume of incoming applications, we are unable to verify receipt of applications.  Pay on all announcements may change without notice.

Notice of your application results will be sent to you by mail.  Although agencies are not required to delay their selection process, you may request a review of your application results.  This review request must be received in writing within 10 days from the date of the notice.  Additional application information cannot be accepted.  However, if the recruitment is still open you may submit a new application, which must be received in our office by the close date of the recruitment.

If you are offered employment, the offer will be contingent upon the outcome of a criminal background and driving records check.  Any history of criminal activity will be reviewed and could result in the withdrawal of the offer or termination of employment.

DUTIES AND RESPONSIBILITIES
Major Duties Include:
Process contract payable invoices for payment through R*Stars for DHS programs to include Directors office, Senior & People with Disabilities Division, Addictions & Mental Health Division, and the Department of Medical Assistance division.  Occasionally process invoices for the other administrative and program area within the Department.  Process invoices, and adjustments entries as follows:

Ensure each claim for payment is accurate and includes an authorized signature approving the payment.  Ensure each claim for payment meets the requirements and standards set in the Oregon Accounting Manual.

Review claim documentation to determine the appropriate amount owed to the vendor.

Ensure each claim is charged to the appropriate R*Stars PCA, Index, and agency object and is properly classified in accordance with the instructions of the approving authority or the accounting manager.

Ensure that a contract is in place for the services being invoiced, and the contract is recorded in CSTAT (Contract Status, Tracking and Timing system.  Ensure that there is sufficient balance on the contracts not-to-exceed amount to allow payment.  

Keep manager informed of and issues related to payment of contract invoices.

Input Emergency Placement contracts information into the Integrated Information System to allow payment of Child Welfare contract payments.  Apply the appropriate code for the type of contract service, the correct contract amount, and the correct contract period.  

Respond to vendor and program staff inquires and resolve technical problems related to the inquiries.  Work with Agency Wide Disbursement staff to set up RSTARS 52 vendor profiles. Review weekly cost allocation error reports and process corrections where necessary.  Communicate accounting policies, practices and procedures with contractors, employees, partners, vendors, local government, other DHS divisions or program offices and other state agencies.

Other duties as assigned.

WORKING CONDITIONS 

Office environment.  The incumbent must work on tasks simultaneously, sometimes with short time frames.  Overtime after hours may be required.  Requires daily use of a desktop computer for up to 4-7 hours per day.
EXCITING NEWS!
The State of Oregon is transitioning to a new application and recruitment process and in order to be considered for specific employment opportunities with the State of Oregon, you will be asked to apply online by registering and completing your profile using http://www.iMatchSkills.org.  This process will only require you to register once and allow you to apply to multiple state job opportunities.  Online applications will only be available for a limited number of positions and for a select few state agencies. 
DHS is encouraging all employees to create a user profile on iMatchSkills and to do so you will need your State Employee Identification Number (SEIN).  Your SEIN (OR#######) number is listed on your Oregon State Payroll System pay stub.
If you need additional assistance in completing your online registration, please contact your local Employment Department field office.

ABOUT THE DEPARTMENT

DHS is about people.  We help Oregonians be independent, healthy, and safe.  We protect children who are abused or neglected.  We provide treatment services to people whose lives are damaged by alcohol and drugs.  We serve seniors, people with disabilities, and people with mental illness.  We help low-income people along the road to self-sufficiency with health coverage, job preparation, childcare and other supports.  We provide leadership in public health services.  Our services are delivered in the least restrictive setting and in partnership with communities.  We are absolutely committed to ongoing innovation in the delivery of services, and we are committed to recruiting, developing and retaining dedicated employees.  For a complete explanation of state employee benefits, visit our website at http://www.oregon.gov/DHS/jobs/salary.shtml 

PLEASE CONSIDER JOINING US!

The Oregon Department of Human Services is committed to affirmative action, equal employment opportunity and workplace diversity.

