
DEPARTMENT OF NATURAL RESOURCES 
POSITION DESCRIPTION 
 
Working Title:  Accountant-Journey  
Classification:   Accountant  
 
Purpose of the Position 
The purpose of this position is to provide support to the accounts payable team and bureau of finance.  The incumbent 
will work cross departmentally to ensure customer service in the processing of accounting tasks.  The accountant will 
compile and analyze financial data, resolve discrepancies, perform reconciliations and communicate best practices.    
 
Geographic Scope and Travel Requirements 
This position is located in Madison. Occasional overnight travel may be required. 
 
Scope of Authority 
This position reports to the Accounts Payable Supervisor in the Bureau of Finance. 

 
Responsibilities and Accountabilities 

 
30% A. Perform accounting duties in support of high-level multifaceted programs. 

A.1. Ensure accurate and timely monthly, quarterly and year end close processes are complete. 
A.2. Resolve accounting discrepancies and irregularities. 
A.3.  Ensure financial records are maintained in compliance with accepted policies and procedures. 
A.4. Perform monthly reconciliations of accounts payable and accounts receivable to the general 

ledger.  
A.5. Perform accounting duties for complex programs in appropriations defined as GPR, Annual, 

Biennial, Continuing, PR-O, PR-F, PR-S 
A.6. Assist in establishing GIS/BAR rate and MDM rate setting. 
A.7.   Prepare accounting entries to reallocate expenses to the appropriate funding source. 
A.8. Analyze system accounting deficiencies, weaknesses and failures.  Provide the knowledge and 

guidance to effect appropriate, cost-effective and timely solutions. 
 
 30% B. Manage the department vouchers and payment processing 
  B.1. Ensure that invoices are paid timely. 
  B.2. Work with purchasing when there are more complicated issues affecting purchase 

orders and payments. 
  B.3. Follow up on inquiries from internal and external customers.     
  B.4. Work on the complicated uploaders and train others in Expenditure accounting on this 

process. 
  B.5. Prepare department chargebacks to other state agencies 
  B.6. Trouble-shoot problems invoices. 

B.7. Review and correct department vouchers with match exceptions, budget errors, voucher build 
error statuses and unprocessed payment requests.  

B.8. Review and correct expense reports and travel authorizations with errors. 
  B.7.  Gather information and prepare invoices for various MOUs, agreements, and other 

parties as necessary.  Monitor status. 
  B.9.  Pre-audit and approve department vendor payments.     
 
 25% C. Provide professional accounting/financial services and counsel 

  C.1. Formulate special reports upon request from Supervisor, Bureau Director, 
  Administrators, etc., within the time frames required.   
C.2.  Monitor PeopleSoft transactions and compile/analyze department and staff statistics. 

  C.3.     Collect and analyze financial information to recommend or develop efficient use of 
resources and procedures, provide strategic recommendations and maintain solutions to 
business and financial problems 



  C.4. Prepare forms and reports as necessary for personnel and budget accounting purposes in 
a timely manner. 

  C.5. Through Consultation with Department managers, establish and maintain working 
relationships and communication with financial specialist both in and outside the 
Bureau of Finance. 

  C.6. Provide technical support to Bureau and Region staff on interpretation and use of 
financial reports, the State’s accounting system, budgetary process and financial 
documents.   

  C.7.      Response to complete annual/ad hoc reports requested by DOA, including by not to 
Annual Moving Report, 1099 reporting.   

 
10% D. Write procedure manuals and training documentation 
  D.1.    Develop and write policies and procedures for fiscal department. 
  D.2.    Review and update department forms.  
  D.3.  Recommend procedures which ensure an acceptable audit trail of all Expenditure accounting and 

financial records of the Department. 
 
5%  E. Organizational Responsiveness.  
  E.1. Review and keep abreast of changes in knowledge and practices of position-related activities in 

responsibilities. 
  E.2. Participate in job-related training and organizational meetings as assigned by supervisor. 
  E.3. Perform other position-related duties as assigned. 
  E.4. Follow all general and position-related safety requirements. 
  E.5.  Keep current with accounting standards, technology, GAAP, Federal Code of Regulations, OMB-

A87 and internal control policies and procedures through training, webcasts, individual efforts, 
etc. 

 
KNOWLEDGE, SKILLS, AND ABILITIES 

1. Knowledge of Generally Accepted Accounting Principles 
2. Knowledge of governmental appropriations, budget principles and procedures. 
3. Knowledge of state statutes, federal regulations, administrative rules and department policies. 
4. Knowledge of data processing standards, programming terminology and functions. 
5. Knowledge of data processing tools, such as Outlook, Word, Excel, and Access. 
6. Ability to perform accounting work and give technical assistance in complex or highly complex and specialized 

phases of accounting. 
7. Ability to analyze, interpret and communicate financial data and results to non-financial staff. 
8. Ability to work under strict time constraints. 
9. Ability to prepare accurate and timely financial information within targeted deadlines. 

 
Physical Requirements and Environmental Factors 
Strength Requirements 
Sedentary work (exerting up to 10 pounds of force occasionally and/or a negligible amount of force) for not more than 
10% of the time. 
 
Physically, the position has no physical requirements; however, sitting will be over 90% of the time.  Environmentally, 
the position will spend approximately 100% of the time indoors. 
 
Equipment Used in Performing the Position:  General office equipment.  The position may also be required to travel 
statewide; therefore, must have the ability to travel to locations within the state. 
 
Telework Evaluation:  Customer service responsibilities of this position do not allow for Telework. 
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