POST CODE: D719
                  



OPEN:      
September 16, 2008

ANNOUNCEMENT NUMBER: LE080375
       
CLOSE:   
September 30, 2008

CLASSIFICATION NUMBER: C1215
 
           LOCATION:  Salem
Recruiting for…
Accountant 1
(Accountant) 
$2,611 - $3,783 Monthly
Possible Underfill Opportunity

General Information 
· This position is with the Oregon Department of Land Conservation and Development (DLCD), Operations Services Division. This recruitment will be used to establish a list of qualified people to fill the current vacancy. This vacancy is a permanent, full-time position located in Salem, Oregon.
· The goal of this recruitment is to fill the position at the Accountant 1 level; however, we strongly encourage candidates who meet the minimum qualifications for the Accounting Tech 3, C0212 classification ($2,395 - $3,438) to apply.  We may consider under-filling the position until the selected candidate meets the minimum qualifications for the Accountant 1 level. Underfill training will not exceed two years. 
· The state of Oregon provides an excellent benefit and compensation package, which includes a generous contribution toward individual and family health and dental insurance; option to participate in the Oregon Savings Growth Plan, a deferred compensation program offering a wide variety of investment options and participation in the Oregon Public Service Retirement Plan (OPSRP).
To Qualify
Your State of Oregon PD100 application form will be reviewed to verify that you meet the qualifications stated in this section.  To receive credit, your application must clearly show that you have:
Qualifications for Accountant 1:
· A Bachelor’s degree in Accounting; OR 
· A Bachelor’s degree in any discipline that includes or is supplemented by 30 quarter (20 semester) credit hours in accounting.  Credit hours must be upper division from a system of higher education (four-year institution accredited to grant Baccalaureate degrees); OR
· two years doing independent research and analysis which included making recommendations that resolve issues; OR 
· 30 quarter (20 semester) credit hours in any of the following:  accounting principles, intermediate accounting, advanced accounting, finance, business law, cost accounting, accounting information systems, or auditing; and
· Two years of accounting experience a) classifying, analyzing, and reconciling complex financial data and records; b) designing, recommending, and installing modifications of accounting methods, procedures, forms, and records; c) preparing audited financial statements and reports; d) analyzing and interpreting laws, regulations, codes, and ordinances to ensure the legality of financial transactions; and e) analyzing and interpreting complex accounts and account relationships resulting in accounting entries.
In the “Work History” section on your application you must clearly describe your experience in each of the areas listed. Failure to provide this information may result in eliminating your application from further consideration. 

Credits must be from an accredited college or university.  A photocopy of your transcripts must be submitted with your application form.  
If you are applying at the Accounting Technician 3 level, you must meet the following qualifications.  You must also be able to meet the Accountant 1 qualifications within two years on the job.
· 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.

If you qualify, see “To Apply” section of this announcement.
Agency/Division Overview and Position Responsibilities:

DLCD has approximately 80 employees and is responsible to administer a statewide planning program aimed at achieving specific goals to protect and enhance Oregon’s quality of life. The program rests on a foundation of 19 statewide goals—standards to be met by cities, counties, and state agencies in planning, zoning and other activities that affect Oregon’s land use.
The mission of Operations Services Division is to provide a superior level of accountability, customer service, and technical and administrative support for the Department of Land Conservation and Development.  The Operations Services Division provides services in the following areas: budget, accounting, purchasing, payroll, safety, facility management, mail distribution, information systems, policy and procedure development, inventory and property control, and reception.

This position supports the fiscal team in carrying out the fiscal functions of the agency including: examining, analyzing and reconciling financial data; coordinating, monitoring, and responsible for specific accounting functions; reporting financial information to management; and recommending improvements in policies and procedures to management in a collaborative work environment.
.

Primary responsibilities include:
· Coordinates with manager in invoicing and reimbursing Oregon Department of Transportation’s Transportation and Growth Management program in the receipt and payment of Other Funds and General Funds. Coordinates with program manager and negotiates reimbursement adjustments with ODOT, ensuring reimbursements meet agency program, federal and state requirements.

· Reconciles Other Fund revenues and reimbursements with ODOT and assist Accountant 3 in department wide revenue reconciliations.

· Researches reconciliation problems, initiates corrections and prepares documents for input. 
· Responsible for annual inventory and reconciliation of capital and accountable assets expenditures to inventory.

· Provides recommendations to management for accounting related improvements to policies and procedures in a collaborative work environment. 

· Communicates with co-workers and vendors responding to questions on receipts and payments. Initiates correcting errors and communicate proper procedures, rules and requirements.

· Agency travel coordinator including: review of all agency travel reimbursements; training; and monitoring. Consults with Accountant 3 and Operations Manager on travel related issues.

· Responsible for certain financial reports including: 1099, accounts receivable liquidated report, and personal vehicle mileage. Assists in preparing annual Statewide Financial reporting documents including: calculation of depreciation and completes associated quarterly reports, and preparing agency annual Risk Report on all agency property.

· Reconciles payroll to accounting records ensuring compliance with state and federal guidelines. Reviews payroll and benefits input of Accounting Technician. Provides payroll backup as needed.
Working Conditions
This position works in an office environment. Occasional travel may be required 
To Apply:
There is no test for this announcement.  All applicants who meet the minimum qualifications will receive a Qualified (QLF) score.  The qualifying applicants whose experience and skills most closely match those of the position will be invited for an interview.   
Elements required for application:  

1) A completed State of Oregon application (form PD100).
SUBMIT APPLICATION MATERIALS TO:

Cyndi Smith, Human Resources Manager

Oregon Department of Land Conservation and Development

635 Capitol St NE, Suite 150

Salem, OR  97301-2540

OR by email to tammy.palmer@state.or.us please include the job announcement in the 
subject line, OR by FAX  to (503) 378-6033.  

Your application materials must be received by 5:00 p.m., on the closing date. Your application must be complete, legible and signed.   We are unable to acknowledge or verify receipt of applications. 
SUBMIT only the required materials.  Keep additional references and work examples for interviews.

Copies of state of Oregon applications (PD100) and job announcements can be obtained from:

1) The State of Oregon Job Page at:  http://www.oregonjobs.org/
2) Most Oregon Employment Department field offices, or

3) Most state agency personnel offices.

If you have a disability and need an alternate format in order to complete the employment process, please call the Department of Land Conservation and Development’s Human Resource Analyst at (503) 373-0050 ext. 231. Please be prepared to leave a message describing the alternate format needed.  For hearing impaired applicants, please contact the Oregon Relay Service at 1-800-735-2900.

NOTICE of results will be sent by mail.  Although agencies are not required to delay their selection process, you may request a review of the results.  Your request must be received within 10 days from the date of the notice.  Additional information cannot be accepted.  However, if your application was not accepted and if the recruitment is still open, you may submit a new application prior to the close date of the recruitment. 
KEEP a copy of your submitted information for job interviews.  COPIES ARE NOT PROVIDED.
The Oregon Department of Land Conservation and Development is an equal opportunity, affirmative action employer, committed to selecting, training, supporting, and empowering a competent and diverse workforce.           
 www.lcd.state.or.us
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