STATE OF IDAHO
MILITARY DIVISION

Human Resource Office (HRO)

State Personnel Branch

4794 Farman Street, Building 442

Boise, Idaho 83705-8112

Telephone:  (208) 422-3345/3346
STATE VACANCY ANNOUNCEMENT
A-M-E-N-D-M-E-N-T

The closing date of this announcement has been changed to reflect 11 December 2012
*Registers established from this announcement may remain valid for up to 1-year

to fill statewide vacancies in the same classification.


OPENING DATE:  
2 November 2012

ANNOUNCEMENT NUMBER:
12-19-MN


AREA OF CONSIDERATION:

Members of and all persons eligible for enlisted membership in the Idaho National Guard  

POSITION TITLE:
Accounting Technician



PAY GRADE:
NGA-7



POSITION CONTROL NUMBER:    3023

CLASS CODE:  
20226

SALARY:
   

$18.69 to $24.30 hourly


FLSA CODE: 
Covered

DUTY LOCATION:  
Military Division, State Accounting Office, Gowen Field,    Boise, ID

TYPE OF POSITION:  
Military Nonclassified; Army or Air, Enlisted 

COMPATIBLE MILITARY FIELD:
Not applicable



CLOSING DATE (AMENDED):  
11 December 2012



1.  HOW TO APPLY:  Application forms and announcements are available at the Human Resources Office (HRO), 4794 Farman Street, Building 442, Gowen Field, Boise, Idaho, 83705-8112 and Internet address http://inghro.state.id.us/Jobs.htm    and   http://inghro.state.id.us/hr/forms/forms.htm.
Submit application packets to the above listed street address no later than 4:30 p.m. of the announcement closing date.  Applications will not be accepted via e-mail except from deployed Service members, DOD Civilians, and DOD Contractors serving overseas in support of contingency operations.  Applications may be faxed to (208) 422-3332 (Attn:  HRO State Personnel Branch).  Applicants are responsible for contacting the HRO State Personnel Branch to confirm receipt of the e-mailed or faxed applications.  
Your packet must include an Employment Application (SPB-1) with attached sheet(s) of paper that provide individual responses to each of the Mandatory Requirements and Knowledge, Skills and Abilities listed under Qualification Requirements of this announcement.  Applicants may additionally submit a resume and/or other supplemental documentation to support qualifications/experience.  

If you request Veterans’ Preference you must submit a completed War Era Veterans’ Preference Form (SPB-1a) and provide supporting documentation demonstrating eligibility.   
The Military Division monitors recruitment and selection programs in order to assure equal employment opportunity.  We appreciate your cooperation by voluntarily furnishing us with an Equal Employment Opportunity Worksheet, (SPB-1b).  

2.   QUALIFICATION REQUIREMENTS – Mandatory Requirements and Knowledge, Skills and Abilities (KSA):  Provide individual responses on paper to each of the following Mandatory Requirements and KSAs  (both a. 1-4 and b. 1-6).  
In your responses, describe your civilian and military education, training, and work experience that is relevant to the position as it relates to the following KSAs.  (The KSA responses are used to assist in the determination of the best-qualified applicants.)   
a.  Applicants must meet the following Mandatory Requirements (conditions of employment).  Provide individual written responses on paper to each mandatory requirement (1-4) below:

(1)  This position requires enlisted military membership in the Idaho Air or Army National Guard as a condition of employment.  Are you an enlisted member of the Idaho National Guard?  If yes, provide your military grade, military title, and unit of assignment.    

If you are not a current member, are you willing and eligible to become a member of the Idaho National Guard at the required grade?  If you are not willing or eligible to become a member, your application will not be referred for further consideration.   

(2)  Must have and maintain a current and unrestricted state issued driver’s license.

(3)  Must be able to obtain a favorable National Agency Check (NAC) background investigation and meet security requirements to obtain an agency issued Common Access Card (CAC). 

(4)  Must have the ability to lift equipment up to 50 pounds.

b. Applicants must have 9-months of specialized experience performing related work.  Provide individual written responses on paper to each Knowledge, Skill, and Ability requirement (1-6) below: 


(1)  Explain past education, training, and experience which demonstrate your knowledge of accounting practices and procedures required for verification of the accuracy of codes, reviewing data for validity of expenditure limitation, balancing, reconciling, classifying and obligating payment documents.  Provide specific examples.  


(2)  Explain past education, training, and experience which demonstrate your skill in working with accounting spreadsheets and word processing programs.  Provide specific examples.


(3)  Explain past experience which demonstrates your ability to analyze the interrelationship of accounts affected by varied transactions and the ability to plan, organize, and coordinate standardized bookkeeping and accounting procedures.  Provide specific examples.


(4)  Explain past experience which demonstrates your skills, and personal and professional values, in providing customer service.  Provide specific examples.  


(5)  Explain past experience demonstrating your ability to work well in a team environment.  Provide specific examples.


(6)  Explain past experience which demonstrates your ability to multi-task, to prioritize work, and to respond and react when new tasks present competing or conflicting priorities.  Provide specific examples.

3.  SUMMARY OF DUTIES:  Refer to the attached position description.

4.  CONDITIONS OF EMPLOYMENT:

a.  Each person hired will be required to provide verification of eligibility to work in the United States (Public Law 99-6603) and may be subject to a criminal background check.

b.  Refer to the attached position description for the Mandatory Requirements for this position.


c. Military Nonclassified employees are required to comply with military standards and wear the appropriate uniform.  


d.  Incumbent must be an enlisted member assigned to the Idaho National Guard.  Loss of military membership or compatible military grade will result in loss of employment.   


e. The State of Idaho, Military Division is an Equal Opportunity employer.  Selection for this position will be made without regard to race, color, religion, sex, national origin, political affiliation, marital status, physical handicap or age which does not interfere with job accomplishment.  Appropriate consideration shall be given to veterans in accordance with applicable state and federal laws and regulations.
5.  PERSONNEL MANAGER CERTIFICATION:  The title, series, grade, duties and responsibilities are complete and accurate as written and a current or projected vacancy exists as advertised. 

Paula R. Edmiston

Human Resources Manager








Military Division – State Personnel Branch
JOB TITLE:  ACCOUNTING TECHNICIAN


POSITION CONTROL NUMBER:  1084*, 2035, 3023 & 6024*


CLASS CODE NUMBER:  20226


SALARY GRADE:  NGA-7

INTRODUCTION:  These positions are assigned to a major functional organization within the State of Idaho, Military Division.  The incumbents are responsible for the full range of accounting duties associated with obligations and disbursements of the Military Division's annual budget appropriation.

DUTIES AND RESPONSIBILITIES:  

1.  Receives incoming obligation documents.  Analyzes, audits and verifies the propriety, legality and accuracy of the ordering documents (purchase order, contract, etc.), and the compliance with appropriate procurement and accounting regulations and guidelines.  Ensures, after invoice is audited, that payment is made in accordance with cash management procedures and prompt payment act.  Analyzes and reconciles monthly the subsidiary ledger files in support of the general ledger for all appropriations.  Analyzes, audits and verifies total reimbursable for the month, monthly payments received and open balances.  Verifies the accuracy and completeness of the accounting data; determines the general ledger accounts, journals, and subsidiary accounts and prepare control documents or other posting documents reflecting the entries to be made.  Analyzes and prepares recurring and special reports, determines the source of processing deficiencies, and recommends corrective procedures. Classifies and codes all transactions for input of financial data into the automated accounting systems involving subsidiary accounts, reconciles accounts with responsibility for comparing document balances with related data to assure proper balances, identifies discrepancies between recorded documents and source documents and determines adjusting entries required to bring accounts into balance. Perform payroll function and or property accountability.  

2.  Performs other related duties as assigned.

SUPERVISORY CONTROLS:  The incumbent works independently from general guidance developed by the supervisor and uses applicable regulations, policies and procedures for guidance.

PERSONAL WORK CONTACTS:  The incumbent comes in daily contact with supervisors and other members of various National Guard activities on Gown Field.  Works closely with the Human Resources Office, State Personnel Branch; the Employee Information System, State Controller's Office; Division of Financial Management; the State Treasurer's Office; Federal/ State Cooperative Funding Agreement Managers; and the BHS finance group and Program Managers. 

WORKING CONDITIONS:  The majority of work is sedentary and performed in an office environment.  Some positions may require travel.  May be required to lift and carry equipment up to 50 pounds in weight.
MANDATORY REQUIREMENTS / REQUIRED EXPERIENCE:  As stated in the State Vacancy Announcement.
FLSA Overtime Indicator:  C (Covered; time and one-half)
EEOC Code = E07


NOV 2012 (Updated)

