STATE OF IDAHO
MILITARY DIVISION

Human Resource Office (HRO)

State Personnel Branch

4794 General Manning Avenue, Building 442

Boise, Idaho 83705-8112
Telephone:  (208) 422-3345/3346
STATE VACANCY ANNOUNCEMENT
*Registers established from this announcement may remain valid for up to

one year to fill statewide vacancies in the same classification.

OPENING DATE:  
17 December 2015
ANNOUNCEMENT NUMBERS:
15-41-N
AREA OF CONSIDERATION:
Restricted to current full-time State employees of the Idaho Military Division 
POSITION TITLE:
Accountant, Senior
PAY GRADE:
   
NGA-11
POSITION CONTROL NUMBER:
1600
CLASS CODE:  
   
22724
SALARY:
   
 
$28.15 to $36.60 hourly
FLSA CODE: 

Administrative
DUTY LOCATION:  

Military Division, State Accounting Office, Gowen Field, Boise, ID
TYPE OF POSITION:  
Civilian Nonclassified
COMPATIBLE MILITARY FIELD:
Not applicable

CLOSING DATE:  
31 December 2015 

1.  HOW TO APPLY:  Application forms and announcements are available at the Human Resources Office (HRO), 4794 General Manning Avenue, Building 442, Gowen Field, Boise, Idaho, 83705-8112 and at Internet address http://inghro.idaho.gov/Jobs.htm and http://inghro.idaho.gov/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 may be faxed to (208) 422-3348 (Attn:  HRO State Personnel Branch).  
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.  Applicants are responsible for contacting the HRO State Personnel Branch to confirm receipt of e-mailed applications.

Your application packet must include an Employment Application (SPB-1) and attached sheet(s) of paper that provide your individual responses to each of the Mandatory Requirements and Knowledge, Skills and Abilities (KSAs) listed under Qualification Requirements on this announcement.  Applicants may additionally submit other supplemental documentation to support qualifications.  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 (KSAs).
a. Applicants must meet the following Mandatory Requirements (conditions of employment).  You must provide individual affirmative responses (i.e., I am…; I have…; I will...) on paper to each mandatory requirement (1-3) below or your application cannot be further considered.

(1)  Must have a Bachelor’s Degree with at least 24 semester (or 36 term) credits in accounting.  (Transcripts must be included with your application; copies are acceptable.)  


(2)  Must have and maintain a valid/unrestricted State issued driver’s license.


(3)  Must be eligible to obtain and maintain a SECRET security clearance based on an ANACI/T3 background investigation (or higher). 

b. Applicants must have 36-months of specialized training and experience performing related work.  Provide individual responses on paper to each Knowledge, Skill, and Ability requirement (1-8) below.

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.)  

(1)  Describe past education/training and work experience that provided you with considerable knowledge of accounting theory, principles and practices and supports the required 36 months of specialized training and experience.


(2)  Describe past education/training and work experience that demonstrates your ability to prepare written documentation, financial statements, and financial management reports.  


(3)  Describe past education/training and work experience that demonstrates your ability to analyze and interpret financial information and reports and to recommend management action.


(4)  Describe past education/training and work experience that demonstrates your knowledge of and ability to apply government accounting and budgeting principles and procedures. 


(5)  Describe past experience that provided you with a strong foundation in good supervisory practices. 


(6)  Describe past experience that provided you with a strong foundation in good program management practices.


(7)  Describe past education/training and work experience that provided you with a good working knowledge of computerized accounting systems.  Describe your experience maintaining accounting and budgeting systems.


(8)  Describe your experience in establishing internal controls.

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 will be subject to a criminal background check.


b.  Refer to the Position Description for the Mandatory Requirements of this position.


c. 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.  HUMAN RESOURCE 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:  ACCOUNTANT, SENIOR

POSITION CONTROL NUMBER:  22724

CLASS CODE NUMBER:  1600

PAY GRADE:  NGA-11

INTRODUCTION:  This position is located in the State Accounting Office, within the State of Idaho – Military Division.  The incumbent is responsible for the full range of accounting duties associated with obligations and disbursements of the Military Division's annual appropriation and acts as Controller in the absence of the Military Division Controller.

DUTIES AND RESPONSIBILITIES:

1.  Over sees accounting operations of the Idaho Military Division (IMD) State Accounting Office (SAO) and the execution of the IMD annual appropriation.  Performs complex professional accounting, planning, and analysis requiring application of accounting theory and principles, as well as manages an accounting system requiring frequent modification.  Develops and initiates sophisticated accounting controls to assure validity of data and the system.  Provides leadership and direction to accounting staff on complex assignments or projects, reviewing work for adequacy, methods, and conformance; provides training and technical assistance to department staff and others.

2.  Supervises the Accounts Payable/Receivable and Property Book personnel.  Assigns, and monitors subordinate work assignments and ensures accountability of financial assets and personnel resources.  Ensures Performance Standards for supervised personnel accurately reflect assigned duties and performance expectations and are on file with the Human Resources Office (HRO).  Provides verbal and written performance feedback to supervised personnel.  Completes written performance appraisals on an annual basis or as required by policy.  Provides input for performance incentive awards to the Controller.  Prepares requests and coordinates personnel and position actions through the supervisory chain of command to the HRO.  Advises the Controller regarding the allocation/ reallocation of program personnel and full-time position (FTP) resources to best meet current and projected program requirements.

3.  Provides management support.  Prepares a variety of specialized financial management reports, schedules, and analyses; analyzes and interprets complex fiscal and statistical data and reports and recommends management action to be taken with considerable consequence of error; interprets, applies, and assures compliance of assigned operations with governing laws, regulations, policies, and procedures; prepares or reviews financial reports to funding sources; prepares comprehensive narrative reports; represents the department in meetings and conferences and makes oral presentations.

4.  Responsible for other related department operations.  Provides cash management services for the department; develops complex cost allocation procedures; monitors and audits grants and agreements; performs fiscal compliance audits of departmental units within the SAO; and queries computer databases to compile accounting data.
5.  Performs other related duties as necessary or assigned.  

SUPERVISORY CONTROLS:  The incumbent works under general guidance developed by the Military Division Controller.  The Controller identifies overall objectives and discusses time frames and the scope of assignment.  The incumbent is responsible for working independently to apply concepts and methodologies of the accounting system to day-to-day work.  The incumbent serves as a technical expert regarding governmental accounting principles, policies, concepts and management.  The supervisor is kept apprised of the key indicators within the accounting system such as, issues regarding account balances, major problems with the processing systems, difficulties meeting cutoff dates and times, and other related issues.  Work is reviewed for soundness of approach, effectiveness in meeting requirements or results, feasibility of recommendations, and adherence to requirements; although the supervisor does not usually review work methods used.

PERSONAL WORK CONTACTS:  The incumbent comes in daily contact with supervisors and other members of various National Guard units on Gowen Field.  Works closely with employees of the Human Resources Office – State Personnel Branch; the IMD Purchasing and Contracting Office; IMD Communications and Information Technology Services (IT and PSC); the Idaho National Guard; the Bureau of Homeland Security (BHS); the Employee Information System (EIS), State Controller's Office (SCO); Division of Financial Management (DFM); State Treasurers’ Office; and Federal/State Cooperative Funding Agreement Program Managers and Budget Analysts.

WORKING CONDITIONS / PHYSICAL EFFORT:   Work is primarily sedentary and in a well-lit, climate-controlled, professionally configured office setting.  However, considerable walking, bending, reaching, standing, and lifting/carrying of lightweight files and supplies may be required during field audits.

MANDATORY REQUIREMENTS / REQUIRED EXPERIENCE:  As stated in the vacancy announcement.

FLSA Overtime Code:  A (Administrative; straight time)

WCC:  8742

EEOC:  B02

DECEMBER 2015

