
Job Description 
 
Position Summary:  Processes, reconciles, monitors and reports accounting activity for financial 
services, auxiliary, or administrative accounting unit.     

Job Duties & Responsibilities:  (May perform any or all of the following duties) 
�x Maintains accounts, ledgers, journals, files, blanket requisitions, reports and other documentation 

for departmental or company accounts.   
�x Prepares and submits accounting documents for processing. 
�x Determines appropriate fund allocations and secures proper approvals. 
�x Reviews and enters data from various source documents into accounting systems. 
�x Ensures compliance with internal policies and external regulations and restrictions. 
�x Records, balances and reconciles account activity. �x 


