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HAMDEN PUBLIC SCHOOLS

HAMDEN, CT 06517
ANNOUNCEMENT OF POSITION OPEN
GRANTS AND CONSTRUCTION ACCOUNTANT

AT

CENTRAL OFFICE – FINANCE DEPARTMENT

December 6, 2016
Qualifications:
1.
Bachelor’s degree in accounting and 3-5 years of accounting experience or equivalent 

2.
Knowledge and experience working with computer-based financial management systems. Experience with governmental systems such as MUNIS, ADMINS, or equivalent and proficiency with spreadsheets, such as EXCEL
3.
Ability to understand complex written and oral instructions
4.
Ability to deal effectively with associates and the public

5.
Background in municipal and/or governmental grants and construction preferred

6.
Such other alternatives to the above qualifications as the Board may find appropriate and acceptable

Reports To:


Chief Operating Officer
Job Goal:
To provide support in the management of grants and school construction projects
Performance Responsibilities:

1. Performs all accounting functions in accordance with all federal, state, GAAP and GASB Guidelines
2. Assists the Assistant Superintendent in preparation of all annual grant budgets

3. Assists with the chart of accounts to properly classify expenditures in accordance with state reporting requirements
4. Maintains financial records for all grants and school construction projects

5. Oversees and processes all activity for Title I schools, working closely with Assistant Superintendent, Director of Finance, and Business Supervisor
6. Prepares requisitions, purchase orders, bills, warrants and other related forms on the financial management system
7. Monitors and track all grants and school construction projects, correspondence and invoices
8. Monitors and tracks necessary State of Connecticut grant forms and paperwork
9. Implements and monitors timelines for grants and school construction projects
10. Maintains required state, federal and local governmental records as required by law
11. Prepares all state and federal reports, including Budgets, ED141, ED111 and ED111x
12. Assists with town, state and federal audits
13. Maintains all aspects of bids, bid waivers and RFP’s for grants and school construction projects

14. Prepares and distributes all monthly budget analysis and reports for budget control for all grants and school construction projects (Public and Non-Public schools)
15. Reconciles all grant related bank accounts and payroll expenditures
16. Serves as backup for Payroll Clerks and oversees the accounting for all Board of Education fixed assets

17. Assists in the supervision of the Accounting Clerks

18. All other duties as assigned by Chief Financial Officer

Terms of Employment:

Twelve month work year. Salary and benefits per Supervisor’s union (UPSEU) collective bargaining agreement

Application Procedure:

Interested candidates must apply on-line at www.applitrack.com/hamden/onlineapp.  This position will be open until filled.  
“It is the policy of Hamden Public Schools that no person shall be excluded from, denied the benefits of, or otherwise discriminated against under any program including employment, because of race, color, religious creed, sex, age, national origin ancestry, marital status, sexual orientation, past or present history of mental disorder, learning disability or physical disability.

AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER
