
REQUISITION NO: DATE POSTED:

POSITION NO: CLOSING DATE:

POSITION TITLE:

DEPARTMENT NAME / WORKSITE:

WORK DAYS: REGULAR FULL TIME: GRADE/STEP:

WORK HOURS: PART TIME: NO. OF HRS./WK.: $ PER ANNUM

SEASONAL: $ PER HOUR

TEMPORARY:
DUTIES AND RESPONSIBILITIES:

QUALIFICATION REQUIREMENTS: (Education, Experience and Training)

Special Knowledge, Skills and Abilities:

Provide leadership, training, and direction for ASC accountants in compliance with the Generally Accepted Accounting Principles (GAAP) standards in the areas of: Five 

Management System Policies and Procedures, budgets, governmental fund accounting software, tax accounting, payroll accounting, WIND system, fixed assets, 

business service online (BSO), electronic fed tax payment syst., (EFTPS) state unemployment insurance electronic tax payment system, third party tax liabilities 

(federal, state, and Navajo Nation), commercial electronic office (CEO), desktop deposits,  Local Governance Act Certification, and fixed asset depreciation methods. 

Analyzes budget and expenditures to assure regulatory compliance and prudent spending within budget limitations; prepares fiscal reports required by grantor; 

communicates fiscal concerns and budgetary constraints. Assumes responsibility for managing tasks normally under the purview of OMB such as: 1) preparation and 

compilation of the annual chapter budgets, technical assistance and training for annual, carryover, capital and supplemental chapter budgets; 2) assume monitoring 

and assurance that chapter budgets and expenditures are compliant with applicable Navajo Nation laws, policies, and guidelines; and 3) provide technical assistance 

to chapters to initiate corrective action plans related to budgetary matters.                                                                                                                                             Administrative 

duties including but not limited to oversee ASC accountants, checks for accuracy and compliance; evaluate ASC accountants performance; promotes consistent 

exchange of information and a cooperative environment; review and approve chapter staff and ASC employees timesheets; assume duties and responsibilities for 

vacant ASC accountant position as needed. Develop needed accounting and financial management policies and procedures resulting in desired financial reporting.  

Supervise ASC accountants, provide technical assistance to the ASC accountants in the areas of: processing checks; governmental fund accounting software; entering 

budgets; cash receipts; expenditures; journal vouchers; reconciling bank accounts; reconciling fund balances; payroll; tax liabilities; financial reporting; compiling 

expenditure reports; preparation of the financial statements. Initiate and implement the process of the FMIS 6B rollout in coordination with OMB/OOC.  Process 

payroll for non‐LGA certified chapter employees.                                                                                                                                                                                                                            

Oversees the fiscal operations of the ASC by analyzing budget and expenditures to assure regulatory compliance; prepares operating budget; ensure fiscal 

accountability through audits , compliance in FMS, write up mismanagements; monitor, release, and disburse sanctioned chapter budget; enter budget transfers; 

identify carryover after reconciliation; monitor personnel funds; monitor budget progress.    Review and guide the ASC accountants and chapter personnel of their 

fiscal matters in budget preparation and finalization. Prepare the proposed allocated budget; monitor budget progress and follow up on delays or issues.                            

Accounting services and compliance: addresses all major accounting issues involving NNC oversight committee, internal revenue services, office of auditor general, 

and office of management budget; office of the controller, DOJ, OPVP, and DCD. Reviews and resolves chapter accounting discrepancies and initiate corrective action. 

Mediates conflicts between chapter and central government and other funding sources; research, analyze, and interprets all applicable Navajo Nation, federal, state 

and including governmental accounting and budgeting principles                                                                                                                                                                                     

Train new chapter officials on Local Governance Act and Five Management System. Perform other duties related to complex accounting and fiscal problems assigned 

by ASC and DCD management such as: any issues related to FMIS 6(b) process issues, implementing a cloud‐based accounting software system, recommending and 

implementing new financial policies consistent with any potential OMB/OOC reorganization efforts, and assuming responsibility for implementation of continuous 

monitoring system that Office of Auditor General currently oversees.

DIVISION OF COMMUNITY DEVELOPMENT, ADMINISTRATIVE SERVICE CENTER, CHINLE, AZ

THE NAVAJO NATION GIVES PREFERENCE TO ELIGIBLE AND QUALIFIED APPLICANTS IN ACCORDANCE WITH THE NAVAJO PREFERENCE IN

EMPLOYMENT ACT AND VETERANS'  PREFERENCE.                                               

(To receive full credit for education, certification, or licensure, transcripts, copies of degrees, certificates, and other appropriate

documents must be submitted along with employment application.)

Minimum Qualifications:                                                                                                                                                                                                                                                    

• A Bachelor’s degree in Accounting, Finance, Business Administration or closely related field; and two (2) years of progressively responsible or diverse 

accounting experience involving financial policy analysis and information systems            

Must demonstrate fluency in Navajo and English language.

Special Requirements: 

Preferred Qualifications:                                                                                                                                                                                                                                                     

• A Master’s degree in Accounting, Finance, Business Administration or closely related field.  • Proficiency in computerized accounting systems and 

applications, including general software applications.

DURATION :
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JOB VACANCY ANNOUNCEMENT

08/20/14

09/03/14

DCD1399115

42,764.80

20.56

Y65A

243197

SENIOR ACCOUNTANT
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8:00AM ‐ 5:00 PM
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