Clark County, Washington


IT Accounting Assistant
JOB PURPOSE AND SUMMARY

This position provides advanced level customer service to internal and external customers by performing a variety of Purchasing, Accounts Payable and expense tracking administrative support activities which contribute to efficient office operations of the Information Services Department and require a thorough understanding of Departmental and County programs and procedures.  

CLASSIFICATION DISTINCTIONS
This is the specialist level within the Office Assistant series of positions, reporting to the department Finance Manager.  This position is distinguished by the requirement for a thorough and detailed understanding of the County purchasing and accounts payable processes, the County account code structure, and County policies; the goals, policies and functions of the department; and by the ability to address and resolve complex customer service and departmental needs.  

A wide variety of complex tasks are performed under general supervision associated with the acquisition of information technology assets, researching questions and direct support of the IS department and other departments seeking new or replacement technology assets or services.  General responsibilities include using the Oracle system to create Contract Purchase Agreements, Purchase Orders from requests, processing invoices for payment, working with customers to resolve related issues, and expense tracking. This position is expected to function independently in daily tasks and to use initiative and independent judgment on non-routine matters.  This position is responsible for routine and complex assignments, and is expected to identify and resolve problems, referring only the most unusual/complex to a supervisor or manager.  This position requires knowledge of the account codes utilized by the IT department to assist in accurately assigning expenditures.  Additionally, this position is expected to assist in researching, designing, and implementing process improvements.   
KEY OR TYPICAL TASKS AND RESPONSIBILITIES
Duties may include, but are not limited to the following:

Provides customer service to internal and external customers

· Provides direct customer service in the acquisition of technology assets and services; assists county employees in researching and responding to difficult and detailed requests and situations from internal and external customers.

· Coordinates and completes the purchasing and Accounts Payable processes related to the acquisition of technology assets and services and other miscellaneous purchase requests.  Assigns account coding to expenditures for routine items and assists managers in coding expenditures on non-routine purchases.
· Performs duties in a professional and supportive manner at all times.
Coordinates the office operations of a function or service within the department of assignment.

· Researches, recommends and implements technical and/or administrative revisions to office systems, procedures and policies; interprets policies and department procedures to the public and other staff.
· Implements and informs staff of new procedures and systems, and trains staff on policy and procedures as related to the purchase of IT assets.
· Independently handles all administrative tasks related to purchasing and accounts payable for the Information Services Department and their customers.

Provides advanced administrative support

· Develops and maintains spreadsheets for tracking departmental/program information; creates and produces complex reports from spreadsheets as required and necessary.

· Researches, interprets, prepares and maintains a variety of information and documents requiring knowledge of specific program requirements and terminology; creates written correspondence to customers regarding findings.
· Works with other departments, agencies or external contacts to research or coordinate work assignments in a professional manner. 
· Compiles data, prepares documents and monitors expenditures to assist in the budget process.  Researches and tracks information throughout the year.
· Gathers and compiles information and prepares reports and analyses in response to problems or as assigned.

· Uses spreadsheets to track, analyze and report quantitative information.

· Processes forms, requisitions, service requests and vendor invoices.

· Performs other duties as assigned. 
QUALIFICATIONS

· Three to five years of responsible and advanced administrative support experience including the full range of purchasing and accounts payable responsibilities, office and support functions; telephone and reception, word processing, spreadsheet and other personal computer applications, filing systems, mail, supplies, budgeting, accounting and others. 
· Other combinations of education or experience, which would demonstrate the ability to perform the work, will be considered.

Knowledge of: Thorough and complete knowledge of purchasing and accounts payable processes, policies and practices; general office procedures and practices, policies, and procedures of the work unit; spelling, capitalization, punctuation and rules of grammar, and of the formats and clerical procedures used in performing the work; filing and record-keeping procedures; applicable laws, county codes, ordinances, and policies governing the work of the department and assignment; business English and grammar; PC computer applications such as word processing, spreadsheets and data bases; basic County accounting processes and practices as required by the position.

Ability to: establish and maintain cooperative and effective working relationships; master the more complex department processes, services and functions; operate standard office equipment such as computer software applications, telephones, facsimile machines, copy machines; apply sound judgment in making decisions independently in accordance with established policies, procedures, and regulations; follow oral and written instructions; effectively guide and assist other employees; evaluate and improve department service delivery through enhancement of procedures, systems, organizational approaches and record keeping; develop and demonstrate effective customer service techniques; communicate clearly, concisely, and effectively both orally and in written form.

WORKING ENVIRONMENT AND PHYSICAL DEMANDS
Work is generally performed in an office environment and is sedentary in nature.  Some walking, bending, and carrying light items are required.  Occasionally, incumbents experience contentious situations in the process of resolving problems or some interaction with dissatisfied or angry customers.  Repetitive tasks and body motions are encountered when performing the essential clerical duties such as typing/keyboard work, filing, phone work, reading, speaking and listening. 
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