PIKES PEAK LIBRARY DISTRICT
A VACANCY ANNOUNCEMENT
W ‘ Open to all qualified current staff and
external applicants

SENIOR ACCOUNTANT
FINANCE OFFICE
LIBRARY 21c

(40 hours per week, Exempt)
Position # 220853001

DATE POSTED: September 27, 2022

LOCATION: 1175 Chapel Hills Drive, Colorado Springs, CO 80920

STARTING WAGE: $24.05 per hour - $30.08 per hour+ full benefits (for benefits
information, please see: http://ppld.org/jobs/benefits)

POSITION HOURS: 40 hours per week per the following current work schedule:

Schedule: Monday — Friday 8:00 a.m. —5:00 p.m.

NOTE: The position’s schedule may be subject to minor changes due to required meetings, training events, etc. In addition,
management may require modifications to a position’s schedule, days, times and locations at any time as the needs of the
Library District change.

PROCEDURE FOR APPLICATION:

1. Complete a PPLD online application located at ppld.org/Jobs on the Application tab

2. Attachments should be submitted in the following file types: .doc, .docx, .xls, .xlIsx, .pdf, .htm

3. Requires resume and cover letter. Applications will not be considered without a resume and cover
letter.

4. If you require an accommodation to complete your job application, please contact the Human
Resources Office at (719) 531-6333 ext. 6380.

CLOSING DATE: Open until filled. Preference will be given to Application materials received by
Monday, October 12, 2022 at 9:59 p.m. MDT

CONDITIONS OF EMPLOYMENT:
All selected candidates...

= are required to complete a Department of Homeland Security 1-9 Form at the time of hire and must be able to provide
acceptable documentation in order to verify his/her legal right to be employed in the U.S. (pursuant to
the Immigration Reform and Control Act of 1986). Pikes Peak Library District participates in E-verify.

= are subject to a full reference and background investigation including verification of identification (including verification of
Social Security number using USCIS E-verify), education, former employment, and criminal history.

= may be uniformly tested for job-related skills and required physical abilities.

=  may be required to undergo a physical examination after a job offer is extended in order to ensure that the job’s physical
requirements are met.

=  must understand and comply with PPLD’s drug-free workplace policy.

= understand and agree that they have been hired at the will of the employer and that employment may be terminated at any
time, with or without reason, and with or without notice, in accordance with Colorado law.

As an Equal Opportunity Employer, Pikes Peak Library District does not discriminate on the basis of race, color, religion,

EOE sex, age, national origin, disability, pregnancy, sexual orientation including gender expression, genetic information, military

status, or any other status protected by law or regulation. It is our intention that all qualified applicants are given equal
opportunity and that selection decisions be based on job-related factors. The library reserves the right to hire more than one
person per advertised vacancy.


http://ppld.org/jobs/benefits

SENIOR ACCOUNTANT (contd.)

POSITION SUMMARY

Operates in a diverse environment to help fulfill the Library’s mission by maintaining financial records and
reporting functions, and by providing general financial operating support to the Finance Department.

ESSENTIAL FUNCTIONS

Functions listed are intended only as illustrations of the various types of work performed. The omission of specific duties does not exclude them
from the position if the work is similar, related or a logical assignment to the position.

= Perform monthly and yearly closing procedures by recording complex journal entries,
reviewing general ledger accounts for accuracy and reconciling accounts including the banking
accounts.

= Assist with month and year-end system closing processes and transitioning to new year
activity.

= Perform analysis on reports for accuracy, clarifies and communicates results with management
in order to produce accurate financial data, assisting in the preparation of monthly financial
statements for the Library District and the Library Foundation.

= Assist with the annual audit process by meeting timelines established through a project plan,
preparing audit work papers requested by the auditors, ensuring necessary year-end close
procedures are performed timely and accurately, and acting as a liaison between the Library
District and the auditors.

= Assist in preparation of ACFR by compiling annual financial information in the format required
by following all GASB and GAAP recommendations and completing all required sections of the
document in order to meet legal and regulatory requirements.

= Assist in the preparation of the annual financial statements for the Foundation in compliance
with FASB and Form 990 as needed.

= Maintain the Library districts accounting requirements, system, and annual physical inventory
for Fixed Assets.

= Process all purchase requisitions ensuring proper documentation and in compliance with
Library Districts purchasing policies and procedures.

= Assists with requests for proposals, maintaining contract, bid, related records, and
communications with vendors.

= Assist with annual budget processes; prepare, assist, and maintain grant reporting and
applications.

= Assist in the E-Rate process; prepare and file the appropriate forms; maintain documentation.

ADDITIONAL DUTIES AND RESPONSIBILITIES

Duties are considered non-essential and include the following:

= Keeps informed about Library and department information.

= Attends regular department meetings and scheduled All-staff meetings.

= Work on special projects as needed and act as a Finance department liaison within the district.
Performs other job-related duties as assigned.



SENIOR ACCOUNTANT (contd.)

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES

= Thorough knowledge of the Pikes Peak Library District’s policies and procedures and ability to
follow them.

= Ability to act as an ambassador of Pikes Peak Library District by promoting its mission and
vision.

= A significant level of trust and diplomacy is required. Develop and maintain relations with both
internal and external customers of the finance department.

= Must be able to effectively handle multiple projects simultaneously in a deadline driven
environment.

=  Work independently and as part of a team and take on new tasks with high level of difficulty.

= Work with minimal up-front guidance.

= Take ownership of work product.

= Work closely with all major functional leaders of the Library district.

= Ability to effectively use applications software, including Microsoft Word, Excel, Access, and
Outlook, along with standard office equipment.

= Ability to work effectively as a team member, organize daily work and meet deadlines in a fast-
paced, detail-rich environment.

MINIMUM QUALIFICATIONS

1. Bachelor’s degree in accounting, required.

2. Five years of accounting experience including 2 years working with audit, required.

3. Government accounting experience, knowledge of GAAP, GASB, FASB standards and
governmental accounting policies and procedures required.

4. Non-Profit accounting experience required

PHYSICAL AND ENVIRONMENTAL CONDITIONS

Work is primarily conducted in an office setting that provides comfortable lighting, temperature and
air conditions. Position requires the ability to sit and use a computer or standard office equipment
for extended periods. Position requires the ability to occasionally lift up to 30 pounds.

Work environment involves everyday risks or discomforts that require normal safety precautions
typical of such places as offices or meeting rooms, e.g. use of safe work place practices with
office equipment, and/or avoidance of trips and falls and observance of fire regulations.



