EMPLOYMENT OPPORTUNITY

Associated Students

at Sacramento State

ACCOUNTING ASSISTANT I
ACCOUNTING SERVICES
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 SUMMARY: The Accounting Assistant I is responsible for performing accounting clerical duties under the direct supervision of the Accounting Technician.  This position is designed to provide an overview of the accounting process in order to prepare the employee for the possibility of becoming an Accounting Assistant II in the future.

ESSENTIAL DUTIES & RESPONSIBILITIES:

· Scan, file and organize accounts payable documents into designated areas.

· Prepare accounts payable/payroll checks for mailing, including attachments as required.

· Other duties may be assigned.

· All of above duties will be performed in accordance with training provided.

CORE COMPETENCIES

· Ability to follow directions and to work independently with little or no assistance

· Exceptional organization skills

· Ability to develop and maintain effective working relationships 

· Ability to use initiative and judgment in analyzing and interpreting course of action

· Ability to work well under pressure and to meet multiple and sometimes competing deadlines

· Ability to effectively communicate both verbally and in writing

· Ability to work in a team environment to successfully implement ASI policies and procedures

MINIMUM QUALIFICATIONS

· Currently enrolled Sac State student in good standing

· Basic accounting coursework

· Knowledge of general office procedures

· Knowledge of windows-based personal computers – Microsoft Word, Excel, and Outlook

PREFERRED QUALIFICATIONS

· Associates Degree in Accounting, Business or related field

· One year of customer service or accounting experience
TIME BASE:

Part-time up to 20 hours per week.  Additional hours may be available during breaks.
COMPENSATION:

$8 per hour
APPLICATION DEADLINE:
Apply immediately; however, applications will be accepted until the position is filled.
HOW TO APPLY:  Interested applicants must submit an ASI application to:

By mail
Human Resources
Associated Students, CSUS

6000 J Street

Sacramento, CA  95819-6011



By fax
Attn:  Human Resources
916-278-6278

 



Or in person
ASI Business Office
Attn:  Human Resources
3rd floor University Union

Associated Students is a nonprofit corporation and an auxiliary organization of California State University, Sacramento providing a wide range of programs and services to the students of CSUS.  Therefore, ASI employees are not state employees.  

Associated Students is an Equal Opportunity employer.

www.asi.csus.edu
