THE NAVAJO NATION
Department of Personnel Management
JOB VACANCY ANNOUNCEMENT

REQUISITION NO: DGS1406970 Date Posted: 08/27/12
POSITION NO: 240977 Closing Date: 09/10/12
CLASS CODE: 1524
POSITION TITLE: Accounts Maintenance Specialist
DEPARTMENT NAME: DGS/Navajo Nation Telecommunication and Utilities
DEPARTMENT NO: 140 WORKSITE LOCATION: Window Rock, AZ
WORKS DAYS/HOURS: POSITION TYPE: GRADE: R58A
Days: Mon-Fri Permanent: SALARY:
Hours: 8am - 5pm Temporary: [ ] Duration: $ 22,734.40  Per Annum
Part-Time: [] No. of Hrs/Wk: 40 $ 10.93 Per Hour

DUTIES AND RESPONSIBILITIES:

Under general supervision, is responsible for administration and accountability of funds specifically allocated for
telecommunications (Two-Way Radios). Prepares and verifies amounts for various accounts numbers, data input, or other
forms; encodes and obtains necessary approvals for processing; sorts two-way radio, cellular, satellite invoices and debits
proper account per invoices; balances and reconciles accounting records with Navajo Nation accounting system; makes
necessary corrections. Process two-way radio service requests to the local Radio Shop (NCC Systems) company on behalf of
the Navajo Nation departments, take service requests over the phone and assist customers with any radio problems. Reviews
reports to identify and trace sources of error and makes necessary corrections; perform research to locate accounting input
errors; performs verification and reconciliation activities for assigned accounts of a complex nature; maintains a variety of
records pertinent to accounting processes or procedures, such as records or property control, accounts payable, accounts
receivable and budget.

Verifies billing statements and prepares for authorization; checks for completeness and compliance with tribal regulations;
contacts various Navajo Nation personnel to resolve discrepancies or problems; answers inquiries regarding work being
performed; complies numerical and statistical information for report and checks relatively complex numerical and statistical
calculations; processes specialized information, reports and forms into the financial accounting system. Works closely with the
radio technician. Must be able to perform other duties and responsibilities assigned.

QUALIFICATION REQUIREMENTS:

Education and Training:

High School Diploma or GED, supplemented by college level courses in bookkeeping and/or accounting and (to receive full
credit for education applicant must submit copies of transcripts, degree and current certificates)

Experience:
Three (3) years of experience in accounting and/or bookkeeping; experience with Microsoft Office products.
Experience and knowledgeable with a two-way radio system, as well as Cellular and Satellite phone systems.

Special Knowledge, Skills and Abilities:

Knowledge of the Navajo Nation Financial Management Information Systems.

Skill in professional customer service.

Skill in preparing and maintaining accurate records, reports and files.

Skill in utilizing computer databases to research, maintain and update records and files.

Skill in establishing professional and cooperative work relationships with those contacted in the course of work.
Basic knowledge of a two-way radio system.

Must be able to lift up to 25 Ibs.

Skill in understanding and following oral and written directions.

License/Certification Requirements:

Must possess a valid state driver's license and obtain a NN Operator's permit within 90 days of employment.
VETERANS PREFERENCE APPLIES

THE NAVAJO NATION GIVES PREFERENCE TO ELIGIBLE AND QUALIFIED APPLICANTS IN ACCORDANCE WITH THE
NAVAJO PREFERENCE IN EMPLOYMENT ACT. Revised: 1-15-99
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