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The Evergreen State College
EMPLOYMENT OPPORTUNITY 

Web: www.evergreen.edu/employment     Email: jobline@evergreen.edu
Phone: (360) 867-6361    TTY: (360) 867-6695    Fax: (360) 867-6823
Bulletin #2004-022JL







         Opened: April 30, 2004

         Review of applications begins: May 25, 2004
Applications will be accepted until finalists are chosen for the position.
Grants, Contract & Foundation Accountant


COLLEGE PROFILE  

The Evergreen State College is a progressive, public liberal arts and sciences college located in Olympia, Washington, in the Pacific Northwest.  Since opening its doors in 1971, Evergreen has established a national reputation for leadership in developing innovative interdisciplinary, collaborative and team-taught academic programs.  The college has a vibrant undergraduate program, a graduate program, and five public service centers that constitute a unique academic setting.  The College values a student-centered learning environment, a link between theory and practice, and a multicultural community of diverse faculty, students and staff working together.  Current enrollment is approximately 4,300.  For more information about Evergreen, please visit our college catalog or our Website: http://www.evergreen.edu.
COMPENSATION

· Salary range $3,666 - $4,000 per month; experience and training may be considered in salary placement.

· A full state benefits package which includes: paid sick and vacation leave, 11 paid holidays, a generous medical, dental, life and disability insurance package for employees and dependents; the TIAA-CREF retirement program; and deferred compensation and optional supplemental retirement accounts are available.

· After six months of employment, employees are eligible for the statewide tuition waiver program.

· 
· 
· 

· 
MINIMUM QUALIFICATIONS
· Bachelor's Degree in Accounting, Business Administration, Finance or closely related field;  

· Five years professional accounting experience;

· Two years of financial statement preparation experience (FASB/GASB); and

· Two years of grant accounting and administration experience.



DESIRED QUALIFICATIONS

· Banner Finance experience
 



POSITION PURPOSE
Under administrative direction from the Accounting Manager, this position is responsible for the timely and accurate research, analysis, reconciliation and reporting of highly complex and specialized financial information in the areas of Grants, Contracts and The Evergreen State College Foundation (“the Foundation”).  This information is provided to internal and external entities in accordance with Governmental Accounting Standards Board (GASB), Financial Accounting Standards Board (FASB), American Institute of Certified Public Accountants (AICPA), Generally Accepted Accounting Principles (GAAP) and National Association of College and University Business Officers (NACUBO). These reports must follow prescribed rules governing the management of federal/state grants and contracts.

NATURE AND SCOPE

This position is exempt from civil service and the Fair Labor Standards Act, and is an “at will” position.  The position reports to the Accounting Manager (pertaining to grants and contracts responsibilities) and to the Director of Business Services (for responsibilities pertaining to The Evergreen State College Foundation).

The position provides advice regarding the day-to-day financial accounting operations in the areas of Grants, Contracts and the Foundation.  The incumbent uses independent judgment and counsels Directors, Managers, Vice Presidents, Principal Investigators, Foundation Board Members and external parties concerning Grants,
(over)
NATURE AND SCOPE continued

Contracts and Foundation issues.  Provides technical expertise and gives advice on proper use of funds
according to federal and state guidelines; 

c
onducts highly complex analysis and comparison of financial data regarding grants management, cash and forecasting for The Evergreen State College Foundation.

This position is responsible for researching or coordinating the research of Grants, Contracts and Foundation, using judgment in the course of disseminating this information, the results of which are used to develop policies and inform parties of issues relating to the accounting and reporting of Grants, Contracts and Foundation.  
The incumbent applies 

independent judgment in researching complex accounting issues as they relate to Grants, Contracts and the Foundation; discusses the unique problems with colleagues and management and recommends appropriate courses of action; meets with grant personnel to review status of grants and contracts; advises Principal Investigators on financial compliance and reporting issues relating to their grants.

This position provides consultation to faculty, staff and students on grant proposals and current project activities, to ensure the grant meets budgetary and contract compliance requirements.  This involves reviewing proposed projects to determine the indirect costs, adequate salaries and benefits, and reviewing other proposed expenditures to ensure they are accounted for appropriately.

The position manages highly complex accounting reconciliations such as Department of Education and National Science Foundation data compared with College records.  This accounting information is used to report the status of Grants, Contracts, Foundation, and Investments to state, federal, and private agencies.  
The incumbent will use Microsoft Access and Excel to run various detailed ad-hoc financial reports such as reports which track the financial activity in Grants, Contracts and the Foundation.

ESSENTIAL FUNCTIONS
· Manage the preparation of complex financial reports for Grants, Contracts and The Evergreen State College Foundation.  These reports must be presented with the latest pronouncements of GASB, FASB, AICPA, NACUBO, as well as federal/state rules concerning reporting for grants and contracts. Analyze, evaluate, reconcile and summarize all data prior to inclusion in the reports. 
· Plan the project and schedule completion of each stage of year-end adjustments. Maintain detailed documentation to verify the accuracy of the information for the state and private auditor’s review; respond to auditor’s inquiries.
· Along with the Director of Business Services, serve as primary contact person with state and independent auditors by providing financial statements, workpapers, schedules and other assistance.  Review recommendations and implement changes as needed.

· Assist Principal Investigators in negotiating grants and contracts with external agencies, involving the College and the Foundation. These negotiations involve the determination of which indirect cost rate to apply to a grant or contract. Ensure that the expenses in the proposal have been properly classified.

· Develop and interpret policy in the area of Grants and Contracts for the College and the Foundation. Write documentation and update those portions of the procedure manual, as needed.

· Assist the Vice President for Advancement and staff in preparing and overseeing budgets for the Foundation operation accounts. 

· Monitor monthly spending for the Foundation.  This involves maintaining an overview of all funds reported by the Foundation, to ensure the funds are accounted for properly.

· Prepare complex adjusting entries at year-end to properly reflect GAAP standards and requirements in recording Evergreen financial activities.  Respond to inquires from Office of Financial Management (OFM) concerning data and analyze, evaluate and correct major variances as needed. Analyze and reconcile information to prepare state disclosure forms for the state Comprehensive Annual Financial Report (CAFR).

· 
· Develop and maintain ad-hoc financial reports by becoming proficient at using highly complex reporting software. These reports are to provide Directors, Managers, Vice Presidents, Principal Investigators, and Board Members with financial data concerning the College and the Foundation.

· 
· Interpret OFM policies and guidelines, incorporating changes into the College and Foundation Banner Finance system.

· Review accounting changes from OFM as they relate to Grants and Contracts, incorporating them into the College financial accounting system.

· Produce clear written analysis of complex technical issues and convey fund accounting theory and principles to accountants and non-accountants in such a way that both can comprehend.

· 
· Develop, maintain and update a detailed desk manual describing procedures to complete assigned duties.

(over)
· 
· 
· 
· 
· 
· 
· 
· 
· 
· 
· 
KNOWLEDGE, SKILLS AND ABILITIES
· Extensive knowledge of state fund accounting, GASB, FASB, NACUBO, AICPA and GAAP, and an understanding of how the latest pronouncements would impact College and Foundation accounting.

· 
· 
· 
· 
· 
· 
· 
· 
· 
· Familiar with and understand the preparation of a variety of federal, state, and private financial statements using various formats, for grants and contracts. Also, an understanding of state and federal policies concerning managing grants and contracts.

· Understanding of and extensive experience using Microsoft Access database, Excel and Word.

· Significant experience with accounting systems.  This understanding is critical to analyzing and reconciling general ledger account balances.

· Ability to work under pressure and manage competing priorities under internally and externally imposed deadlines.

· Extensive experience researching and analyzing highly complex accounting reconciliations.

· Ability to interpret and comply with OFM guidelines, Revised Code of Washington (RCW) and rules imposed by various federal agencies.

· Ability to work and interact well with culturally diverse groups and individuals.

· Ability to communicate highly complex and specialized technical information in understandable terms, in writing, in person and on the phone.
CONDITIONS OF EMPLOYMENT

· As a condition of employment, persons hired must provide proof of identity and employment eligibility within three (3) days of beginning work and persons may be required to successfully complete a background check.
· 


APPLICATION PROCESS
Carefully read the job bulletin and submit all requested items; 

please submit the following:

(1) A letter of application that specifically indicates how you meet the minimum qualifications and that thoroughly describes your qualifications and work experience as they directly relate to the position purpose; each of the essential functions; and the knowledge, skills and abilities described above.

(2) A resume that includes a chronological work history. 

(3) A completed Reference/Affirmative Action Data Sheet.

PLEASE SUBMIT YOUR COMPLETE APPLICATION TO:
  






THE EVERGREEN STATE COLLEGE
                                                                                              
Human Resource Services, L3238

                                                                                                
2700 Evergreen Parkway, NW
   






Olympia, WA  98505

                                                                                                
Phone:  (360) 867-5361

                                                                                                
FAX:  (360) 867-6823

You may email the completed application materials to jobline@evergreen.edu.

To request disability accommodation in the application process, call the Human Resource Services Office at 

(360) 867-6361 (voice), or (360) 867-6695 (TTY) or email your request to jobline@evergreen.edu.
Changes and/or modifications to this bulletin will be located on the bulletin board outside of the Human Resource Services Office, Library Building, room 3238 and on our web site at: www.evergreen.edu/employment
Committed to equal opportunity and operating with an Affirmative Action Plan, The Evergreen State College is working to build a diverse faculty and staff.  We strongly encourage qualified persons of all races, ethnicities, and sexual orientations, persons of disability, persons over forty, women, Vietnam Era and disabled veterans to apply.


References/AFFIRMATIVE ACTION DATA

PRIVATE 
*
Please complete and return this form with your employment application package.
Name:  (Print)_________________________________________  Position:  Grants, Contract & Foundation Accountant
Check the item that best describes how you heard about this position.

____ Evergreen’s web site 

____ Evergreen Colleague

____ An organization publication*

____ Other web site* 


____ Colleague not at Evergreen 
____ Newspaper or other publication*
____ I was nominated 


____ Chronicle of Higher Ed 

____ An organization electronic notice* 
____ Letter/E-mail from Evergreen’s Office for Equal Opportunity


____ Other*

* Please specify web site, organization, newspaper, publication or “other” source here: 
The Evergreen State College is an equal opportunity employer.  The College’s state-approved Affirmative Action Program seeks to ensure that employment opportunity information reaches all qualified potential candidates, including African Americans, American Indians/Alaskan Natives, Asians/Pacific Islanders, Caucasians, Hispanics, women, men, persons age 40 and over, persons with disabilities, disabled veterans, and Vietnam era veterans.  To implement this program more successfully, the college requests that you provide the following information.  Submission of this statistical information is voluntary; failure to complete this portion of the form will not adversely affect your candidacy for employment.   

This information will be separated from your application and handled confidentially by the Office for Equal Opportunity.

Please check any/all of the following that apply:

____ Male


____ African American/Black
             ____ Vietnam Era Veteran

____ Female


____ Asian/Pacific Islander

             (served 180 days or more 

____ Age 40 or older

____ Caucasian/White


             between 2/28/61 and 

____ Person with a disability
____ Hispanic/Latino


             5/7/75 and does not have 






____ Native American/American Indian/
             a dishonorable discharge)






          Alaska Native

              ____ Special Disabled Veteran











              (30% or more disability)

Name:  (Print)________________________________________  Position:  Grants, Contract & Foundation Accountant
References:  Please print or type:  Name, position title, current address and telephone number.

____________________________________________                  ____________________________________________

____________________________________________                  ____________________________________________

____________________________________________                  ____________________________________________

____________________________________________                  ____________________________________________

____________________________________________                  ____________________________________________

____________________________________________                  ____________________________________________

____________________________________________                  ____________________________________________

____________________________________________                  ____________________________________________

____________________________________________                  ____________________________________________

____________________________________________                  ____________________________________________

 “I hereby authorize The Evergreen State College to make inquiries regarding my education, work experience and references, unless otherwise stated. I hereby release all parties and persons associated with any such inquiries from liability in connection with information they give."

Comments:  ______________________________________________________________________________________

_________________________________________________                        _____________________
Signature of applicant 





               Date
2004-022JL












