
 

 
 

CAREER OPPORTUNITY 

 

Accountant Technician-Accounts Receivable 
  

 

Salary Range:  $26,016 - $37,251    Reports To:  Director of Financial Services 
 

SUMMARY:  While reporting to the Director of Financial Services, this position has the responsibility for 
the Accounts Receivable process including monthly billing to Agency and other customers and posting of 
cash receipts to the general ledger. 
 

ESSSENTIAL DUTIES AND RESPONSIBLITIES include the following (Other duties may be assigned). 
 Creates invoices utilizing the Accounts Receivable subsidiary of MUNIS, the Authority’s general 

ledger accounting software package. 

 Transmits invoices to customers, electronically and/or by mail. 

 Prepares monthly reconciliation of Accounts Receivable subsidiary ledger to the Authoriy’s general 

ledger. 

 Researches cash receipts, coding and posting to the general ledger as appropriate. 

 Generates accounting statements and reports. 

 Prepares bank deposits. 

 Organizes and maintains up to date financial records. 

 Organizes and maintains retention files for required period of time. 

 Crosstrained in critical accounts payable functions, this position will serve as back up for Accounting 

Technician – Accounts Payable.  

 Assist with department record keeping, record retention requirements and other special projects as 

assigned. 
 
 

QUALIFICATIONS:  To perform this job successfully, and individual must be able to perform each essential 
duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability 
required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 Basic computer skills and word processing. 
 Good mathematical background. 
 Experience with spreadsheets and automated accounting systems. 
 Ability to sort, check, count, and verify numbers. 
 Ability to multi-task, prioritize and work efficiently. 
 Ability to listen, communicate (written and verbal), and follow-up effectively with all staffing levels 

and clients/customers. 
 Excellent grammar, spelling and proof reading skills. 
 Ability to work independently, be a self-starter, and energetically approach tasks assigned. 
 Ability to demonstrate good common sense and sound judgment. 
 Flexibility to adapt to all situations and work varied hours; possibly work weekends or evenings. 
 Ability to perform at high levels in a fast paced ever-changing work environment. 

 Ability to anticipate work needs and follow through with minimum direction. 

EDUCATION and/or EXPERIENCE:  The preferred candidate will possess a bachelor’s degree in a related 
field or have three to five years accounts receivable experience.  Candidate must possess a strong working 
knowledge of billing and cash receipts functions in an electronic environment. 
 
COMPUTER SKILLS:  Experience with word processing, spreadsheets, Internet software, email and/or 
database software preferred.  Microsoft Office skills are required. 
 

 

Posted for internal candidates through Friday, January 15, 2015  
 

External candidates e-mail resume to HR@catchacat.org and state the title of the position 
applying for in the subject line. 
 
 

  EOE M/F/D/V 
A drug-free workplace 
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