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FISCAL ANALYST 3

Administrative Services Division



Recruitment Number:  13 ADM FA3 0240
Classification:  Fiscal Analyst 3 (143K)

Status:  Full-Time, Permanent
Location:  Tumwater, WA
Salary: $3377 to $4429 per month (Range 50)

Posting Date:  July 17, 2013
Closing Date:  July 31, 2013
This recruitment will be used to fill this position only.  Applications will be reviewed upon receipt.  The hiring authority reserves the right and may exercise the option to make a hiring decision at any time.  It will be to the applicant’s advantage to submit materials as soon as possible. 


AGENCY PROFILE
Headed by an elected state official, the Office of the Secretary of State is responsible for administering elections within the state, registering corporations and charities that do business within the state, collecting and preserving the records of governmental bodies within the state, and maintaining the Washington State Library.  The agency also administers the Address Confidentiality Program, the Legacy Program and the Combine Fund Drive.  Visit our website at:  www.sos.wa.gov.

There is one opening with the Financial Services Office located in Tumwater.

DUTIES
This senior level position serves as the expert on payroll, labor, and leave related topics. This position is responsible for coordinating the payroll tasks for the office, planning, revising, and implementing the payroll review and audit process, ensuring payroll expenditures are posting properly and office staff are paid in compliance with relative rules and bargaining agreements. This position also prepares all required payroll reports for taxes and benefits, and develops payroll management reports for effective accounting and management practices.
REQUIRED QUALIFICATIONS
· Bachelor’s degree which includes at least 12 semester or 18 quarter hours of college-level accounting.  Accounting experience may substitute for the required degree on a year for year basis except for the required accounting credits
· Two years of professional payroll experience using HRMS or a similar payroll system performing tasks such as managing accounts payable and receivable, maintaining leave records, analyzing and interpreting payroll reports, processing journal vouchers, interpreting, applying, and explaining payroll related laws, regulations, policies, procedures, and/or bargaining agreements to staff

· Advanced level demonstrated experience using spreadsheet software such as Microsoft Excel to create and manipulate large or complex spreadsheets, use complex mathematical formulas to calculate data and link worksheets, import data, filter lists, and create and format charts and graphs
Note: all experience is calculated as full-time, 40 hours per week or equivalent.  Required education and/or experience may be gained concurrently.

DESIRABLE QUALIFICATIONS

Along with the required qualifications, preference may be given to candidates with additional experience as listed below. 
· Experience leading staff including responsibilities such as assigning and directing work, setting expectations, instructing, coaching, and identifying training needs

· Experience with Washington State payroll, benefit, and leave policies and procedures

· Experience producing reports using the Office of Financial Management (OFM) Enterprise reporting software

· Experience creating and reviewing batch status using the state Agency Financial Reporting System (AFRS)
COMPENSATION

$3377 - $4429 per month, depending on qualifications.  Washington State offers a full benefits package that includes health, life, and long term disability insurance; paid vacation, sick, and military leave; optional credit unions, savings bonds, and deferred compensation plans; eleven paid holidays; and a public employees’ retirement plan.
APPLICATION PROCESS

To obtain a copy of the application forms, visit our employment web page at: www.sos.wa.gov/office/employment.aspx.   For questions or assistance with the application process, contact the recruiter at (360) 236-5073.

To be considered for this opening, your application packet needs to include the following:

1. Letter of interest 

2. Completed state employment application form (In lieu of the application form, you may submit a copy of your profile from the careers.wa.gov website.  The work experience section must be complete.  Acceptable file formats are PDF or Word.)

3. Current resume including references 

4. Voluntary completion of the applicant profile data form 

Submit all application materials electronically to: Recruitment@sos.wa.gov, indicating Recruitment #13 ADM FA3 0240 in the subject line.  

The Office of the Secretary of State is an equal opportunity employer (EOE).  We do not discriminate on the basis of race, color, national origin, creed, sex, sexual orientation, disability, familial status, marital status, and age.  All interested candidates are encouraged to apply.  Persons of disability needing assistance in the application process, or those needing this announcement in alternative format, should call (360) 236-5073.
