Accounting Assistant

Reports to:
Tribal Administrator
Classification:
Regular Full-Time, non-exempt

Job Summary:
Performs various accounting and financial functions including but not limited to accounts payable, accounts receivable and payroll, as described by supervisor.

Reporting Relationship:

Reports to:
Tribal Administrator
Supervises:
none
Responsibilities:

1. Performs the reconciliation and maintenance of all bank accounts and credit cards.
2. Produce financial reports for internal management purposes and for external reporting to grantors.  
3. Process accounts payable, accounts receivable, vendor invoices and payroll. 

4. Prepare financial documents for NVA’s contracted accounting service.
5. Maintain strict confidentiality in all matters.

6. Perform other duties as assigned by the Tribal Administrator.

Minimum Requirements:

1. The incumbent shall work well under pressure, meeting multiple and sometimes competing deadlines.  The incumbent shall establish and maintain a working environment conducive to positive morale and teamwork and always demonstrate cooperative behavior with colleagues, supervisor, Council, and NVA members. 

2. Associate degree (A.A.) or equivalent preferred; or two to five years related experience and/or training; or equivalent combination of education and experience in accounting.
3. Ability to respond to common inquiries from Administrator, other staff, and finance committee members, regulatory and federal agencies, or members of the business community.

4. Excellent oral and written communication, and telephone skills; proficiency in the operation of a PC, financial accounting software, and word processing programs.  Experience with Microsoft Word and Excel, required.  Experience with CYMA Accounting System, preferred but not required.

5. Must be capable of independent work and can relate effectively and cooperatively with others.

6. Must be able to work a flexible schedule that varies according to organization needs. 
7. Highly organized, detail oriented and possessing the ability to balance multiple tasks and deadlines.

8. Sensitive to community cultural value.

9. Preference given to qualified NVA Tribal Member or descendant.

NVA IS AN EQUAL OPPORTUNITY EMPLOYER.  PREFERENCE IS EXTENDED TO QUALIFIED AMERICAN INDIAN/ALASKA NATIVE INDIVIDUALS FOR APPOINTEMENTS TO ALL POSITIONS ON THE STAFF (PUBLIC LAW 93-638 INDIAN SELF-DETERMINATION AND EDUCATION ASSISTANCE ACT, INDIAN PREFERENCE ACT, AND THE CIVIL RIGHTS ACT, 1968)
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