COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE : 
FOUNDATION SCHOLARSHIP ACCOUNTING SPECIALIST  

PAY GRADE:
C-7
OVERTIME STATUS:
NON-EXEMPT

MAJOR RESPONSIBILITY:

Performs advanced accounting and bookkeeping work and analysis for the College’s Foundation.

PREREQUISITES FOR POSITION (Qualification Standards):
I 
Education or training: High school diploma or equivalent required.  Associate degree or higher preferred, preferably in a field related to accounting and bookkeeping.

2.
Years of experience in field: Four or more years of experience in the areas of bookkeeping, scholarship awarding and database principals and protocols. 

3.
Special skills or abilities related to position:  Positive human relations’ skills.  Knowledge of business English, spelling and punctuation.  Knowledge of accounting practices and principles.  Knowledge of the College's procedures relating to the awarding of scholarships and grants.  Knowledge of the techniques used in statistical analysis.

Ability to maintain complex bookkeeping and accounting records.  Ability to establish and maintain effective working relationships with donors, co-workers and students.  Ability to perform research relating to accounting records.  Ability to track, comprehend and report on scholarship awards.

ESSENTIAL JOB FUNCTIONS:
May be assigned to perform a combination of the following tasks to support specific accounting office functions:

I 
Coordinate with Financial Aid office to assist with the efficient and expeditious award of both endowed and non-endowed scholarships including monitoring the status of student thank you letters. 

2.
Reconcile scholarship invoice received from college; prepare journal entry and post to general ledger.
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ESSENTIAL JOB FUNCTIONS (Continued):

3.
Assist College Foundation’s Vice President and Chief Fiscal Officer with preparation of annual scholarship allocation report.  

4.
Research and compile various reports and financial statistics.  Perform evaluations of fiscal projects for the supervisor.  Check and distribute accounting reports and assist in other office and accounting activities.

5.
Assist College Foundation’s Vice President and Chief Fiscal Officer with preparation of the Foundation’s section of the College catalog and the Foundation’s annual report.

6.
Prepare bank deposits insuring that all receipts are logged in and date of deposit noted.

7.
Post donors’ gifts to development software.  
8.
Prepare endowment activity reports for specific endowments as requested.
9.
Track rental income including preparation of invoices to tenants.
10.
Research and compile various statistical and financial reports for the Foundation’s Chief Fiscal Officer and Vice President.
11.
Other duties as assigned by supervisor.
(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS:
· 
Acceptable eyesight (with or without correction).

· 
Acceptable hearing (with or without hearing aid).

· 
Ability to communicate both orally and in writing.

· Ability to type the prescribed words per minute accurately.

· 
Ability to access file cabinets for filing and retrieval of data.

· 
Ability to sit at a desk and view a display screen for extended periods of time.

· 
Ability to access input and retrieve information from a computer.

ENVIRONMENTAL CONDITIONS:

·    Works inside in an office environment.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.
PRIMARY LOCATION OF JOB:
Building 42 (Enterprise Center), Ocala
SUPERVISOR OF POSITION:
Chief Fiscal Officer - Foundation 
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