
AN EQUAL OPPORTUNITY EMPLOYER
ESSENTIAL FUNCTIONS
Under the direction of the CBCF Business Manager, the Fiscal Analyst - Accounts Payable provides daily oversight of the CBCF fiscal services. This position is responsible for providing proper accounting processes for the CBCF financial accounts and monitoring and maintaining such financial transactions as they relate to the appropriate budget, and processes invoices and purchase orders. This position develops and maintains analyses for financial statistical information and is responsible for maintaining the facility inventory schedule. This position oversees the responsibilities of the Fiscal Analyst - Accounts Receivable, which includes the collection and disbursement of residential funds, collection of commission from service providers, and ordering and receipt of commissary items. Additional responsibilities include processing of weekly timesheets and payroll submissions and assisting in other areas of HR, as needed. This position provides support to the programmatic purpose of the facility and assists in meeting the needs of the residents.
May spend up to 30% of time assisting with human resources and benefits administration support services. Assists with completion of weekly payroll, maintaining personnel and training records, conducting training, and proofreading various types of correspondence and reports.

PHYSICAL DEMANDS

Work involves a significant amount of standing, walking, sitting, talking, listening, stooping, and reaching with hands and arms. Must be able to transfer up to fifty (50) pounds.  Visual ability sufficient to operate equipment. 

QUALIFICATIONS

Must be able to type 40 words per minute and have proficient computer skills. Required: Bachelor’s Degree in Finance or related field.  Two years of financial accounting or accounts payable experience. Good interpersonal and oral/written communication skills. Ability to exercise initiative and independent judgment within a team approach. Possess valid Ohio driver’s license and have good driving record. 

SPECIAL REQUIREMENTS:

Resumes, personal statements, letters of reference, training records or any other pertinent information may be included but not substituted for the application. Applications will not be accepted prior to the posting date. The person selected will have to undergo a full field background investigation and drug screening.

The Franklin County Community Based Correctional Facility is an Equal Opportunity Employer (EEO) and will not discriminate on the basis of race, color, religion, sex, national origin, disability, age, or ancestry of any person.

FRANKLIN COUNTY COMMUNITY BASED CORRECTIONAL FACILITY





JOB TITLE:		FISCAL ANALYST – ACCOUNTS PAYABLE


JOB LOCATION:   	1745 Alum Creek Drive, Columbus, Ohio 43207


BENEFITS: 		Medical, dental, vision, prescription drug, mental health/chemical dependency, life insurance plans; retirement through Ohio Public Employees Retirement System (OPERS); optional deferred compensation plans; and sick, vacation, and personal leave.


ANNUAL SALARY: $40,761.76


APPLICATIONS TO: 1745 Alum Creek Drive, Columbus, Ohio 43207


OR APPLY ON-LINE AT:	CBCF.FRANKLINCOUNTYOHIO.GOV


DATE POSTED:     March 18, 2019    DEADLINE:  Until Filled








