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Desert Research Institute



 POSITION ANNOUNCEMENT





ACCOUNTANT II

                             Administration

                                Position 11-052            

Grade 34
POSITION DESCRIPTION

This position is primarily responsible for post award financial administration of the research grants and contracts for DRI.  This involves reviewing contracts, updating database records, creating and maintaining grant and contract files, preparing invoices, monitoring accounts receivable and deliverable reports, developing queries and reports on the financial system, working with the division business managers to resolve contractual issues, communicating with sponsors, ensuring compliance with contract regulations and reporting requirements, and closing out contracts.  This position is also involves ongoing evaluation of existing procedures and proposing and implementing process or procedural changes that enhance efficiency.  The position may also include other duties as needed by the Controllers Office such as preparing the bank reconciliations, assisting with fixed asset management, cross training for accounts payable, purchasing cards, travel, etc.

**SPECIAL NOTE**
· Finalist will be required to submit to a fingerprint background check

· Finalists will be required to successfully pass skills testing to include software programs

REQUIRED EDUCATION / EXPERIENCE 

· Associate degree in accounting, business or related field

· Five years progressively responsible accounting, auditing or contract office experience

· Five years experience with MS Excel and Word

· Two years database experience developing queries and ensuring data integrity

· Ability to handle multiple projects and meet deadlines

· Excellent analytical and quantitative skills

· Excellent organizational skills

· Excellent communication skills

PREFERRED EDUCATION / EXPERIENCE

· Bachelor’s degree in accounting, business or related field and two years of experience performing professional accounting work

· Experience in a college or university grants and contracts office

· Two years experience reading; understanding and complying with grant and contract financial and legal regulations

· Knowledge of federal grant regulations

SALARY / BENEFITS

This is a DRI Technologist position Grade 34 with a minimum salary of $43,070.   DRI offers an excellent benefits package. (See summary at http://www.dri.edu/Admin/HR/docs/techbenef.doc) 

APPLICATION / REVIEW PROCESS

Review of applications will begin in immediately, and continue until the finalists have been selected. The following materials are required:  
1) a cover letter describing your qualifications and how you meet our education and experience requirements,
2) a completed DRI application form,
3) resume, and
4) contact information for three professional references.
Applications not meeting these requirements will not be considered.

Refer to position #11-052, and send materials to Human Resources Department, DRI, 2215 Raggio Parkway, Reno, NV 89512, email MSWord compatible attachments to: recruit@dri.edu, or FAX application materials to: 775-673-7339.  To learn more about DRI, visit us at www.dri.edu or call 775-673-7332.

DRI is an AA/EEO employer that employs only U.S. citizens and aliens lawfully authorized to work in the U.S.  Women and under-represented groups are encouraged to apply.
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