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THE UNIVERSITY OF MONTANA





Accounting Associate II
Department:

Business Office
Closing Date:

Review will begin February 27th and continue until position is filled
Employment Detail:
Permanent, Part-Time
Hiring Zone:

$10.00/hour

Highly qualified individual may be eligible for higher rate of pay within policy and budgetary restrictions


Union Affiliation:
MPEA
	Primary Duties

This position will assist with third party sponsorships which would include analyzing contracts from non campus parties, reconciling tuition and fee charges and bookstore charges to BANNER for third parties and billing of contracts. This position would also assist with bad debts collection which would include early notification of accounts in bad standing with the college. It would also be responsible to monitor accounts turned over for collection and to make second referrals to the Montana Department of Revenue for debts which have been returned to school from the collection agencies.


	Required Qualifications
~ Excellent verbal and written communication skills

~ Intermediate to advanced MS Office skills with emphasis EXCEL and ACCESS
~ 5 plus years Accounts Receivable experience



	Preferred qualifications

~ BANNER experience

~ Bachelor degree in Business or related field



	
	

	To apply, please submit the following items:

· Cover letter which specifically addresses the above-mentioned qualifications

· Detailed resume

· 3 Professional references, and complete contact information

· Authorization for Criminal Background Investigation

The items listed above should be sent to:

Montana Tech Personnel Office

1300 West Park Street

Butte, MT 59701

Phone: 406-496-4380

Fax: 406-496-4387

e-mail: cisakson@mtech.edu  

EEO/AA

	
	

	Any offer of employment is contingent upon a satisfactory criminal background check.  An authorization for a criminal background check form must be submitted with application material www.mtech.edu/employment 


