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January 15, 2010
P O S I T I O N  O P E N I N G 

POSITION:


Assistant Business Manager



LOCATION:


McGrath, Alaska

QUALIFICATIONS:


REQUIRED:

1. Bachelor’s degree in accounting, business administration with a minor in accounting or a related field preferred.  A combination of experience and education may be considered at the discretion of the district.  School district financial management experience preferred.
2. Broad knowledge of fund accounting practices, budgeting and audit reporting requirements in a government setting.

3. Experience in accounting operations including general ledger, payroll, accounts payable, purchasing and other business functions.
4. Experience with financial reporting of federal and state grants. 
5. Must be proficient with Microsoft Office, specifically Excel and Word including a minimum of intermediate spreadsheet skills.

6. Ability to work independently, collect and analyze data and prepare reports containing district-wide or fund specific information.

7. Professional communication skills necessary and the ability to communicate openly and effectively in a positive manner to support the needs of the school district.

PREFERRED:

1. 
Program administration of state and federal grants.
2. Experience with the IBM AS/400 computer and CIMS software. 
3. Graduate coursework or CPA
JOB GOAL:

Under the supervision of the business manager, this position will perform accounting and other related business functions in an accurate and efficient manner.

This position will assist the business manager in the overall management of all fiscal matters and will include accounting, payroll processing, employee benefits and personnel administration, accounts payable, accounts receivable, encumbrances, financial reporting for payroll, grants, special programs and capital projects, food service, grant administration, year-end close out, audit preparation and new year set-up functions.  The district administers over 50 grants and special programs and a budget over $9 million.  

DUTIES:
Detailed job description is available upon request.

DURATION:
This is a permanent full-time position, 12 months.  Salary DOE
REPORTS TO:
Business Manager

CLOSING DATE:
January 29, 2010 or until filled.  Selection :  February 2010 or until filled
APPLY TO:
E-mail detailed resume and references to:


jobopenings@iditarodsd.org or mail to:

Isabelle Harrington, Business Manager

Iditarod Area School District

P.O. Box 90

McGrath, Alaska  99627

APPLICATIONS FROM MINORITIES ARE ENCOURAGED

IASD IS AN EQUAL OPPORTUNITY AFFIRMATIVE ACTION EMPLOYER

