ASUW JOB DESCRIPTION

TITLE:	Experimental College Facilities Coordinator/Accountant
CATEGORY:		ASUW Services
REPORTS TO:	Experimental College Director and Assistant Director
TERM: 			33 Weeks
HOURS: 		19 Hours/Week 
PAY RATE: 		$10.25/HR

			
JOB SUMMARY:

The Facilities Coordinator/Accountant is responsible for coordinating all facilities needs of the ASUW experimental College classes and managing all internal accounting activities.  The position is responsible for billing instructors for their facilities and for the development, implementation, and maintenance of financial records.

JOB DESCRIPTION:

1. Serve as a liaison between the Experimental College instructors requiring on-campus facilities and University of Washington Room Reservations.

2. Maintain accurate records of all class locations, especially room reservation assignments, facility locations, and changes/cancelations. 

3. Maintain and update the online facilities database.

4. Notify instructors of their room assignments and class roster of location changes.

5. Prepare invoices and maintain accurate records for on-campus room rental fees.

6. Investigate and respond to any complaints regarding facilities and inform directors of problems as they arise.

7. Keep track of unpaid invoices and work with the Director and SAO adviser in the collection process.

8. Maintain and update off-campus alternative space information.

9. Verify and maintain current financial records throughout the quarter.

a. Prepare and maintain cash flow and deposit records.
b. Prepare reports for HUB Accounting.
c. Maintain Accounts Receivable records.
d. Collect unpaid balances.

10. Prepare periodic bank deposits and refunds.

11. Develop and maintain written procedures for internal financial control process.

12. Reconcile ASUW Experimental College financial records with University financial records.

13. Provide information and recommendations for the preparation of the annual budget.

14. Develop and document standard operating procedures for the website, to ensure smooth transitions as staff changes.

15. Supervise and train the Accountant.

16. Perform customer service agent functions as needed.

17. Work with directors to update policies and procedures for facility use when needed.

18. Participate in course selection process, instructor evaluations, and catalog delivery.

19. Audit at least one Experimental College class per quarter while on staff and complete an audit report.

20. Perform classroom audits as time permits.

21. Other duties as assigned by the Director or Assistant Director.

22. Maintain and inform the ASUW Experimental College Director and Assistant Director of all completed and missed office hours, including any absences due to sickness, personal emergencies or work-related trips.

23. Meet with SAO adviser as needed and upon request, as well as participating in a quarterly evaluation process.

24. Attend ASUW mandatory training sessions and staff meetings, including by not limited to the ASUW Fall Orientation and ASUW Personnel meetings.

25. Review and adhere to conditions of employment as stated in the ASUW Personnel Policy, the signed ASUW Memorandum of Understanding and the Student Employment Handbooks. All actions must also follow the laws and procedures set by ASUW, SAO and the State of Washington.

26. Responsible for initiating a through transition with newly hired successor to ensure continuity. Prepared documents, such as a transition binder/folder, are recommended.

QUALIFICATIONS:

1. A working knowledge of basic accounting principles, including income statements and cash flow accounting.

2. Excellent problem-solving skills in the areas of accounting, bookkeeping, and procedural development.

3. Ability to design and implement general accounting procedures.

4. Cash and credit card-handling experience preferred.

5. Proficiency with Microsoft Word and Excel.

6. Strong sense of responsibility.

7. Good organizational skills and ability to meet deadlines.

8. Excellent verbal and written communication skills.

9. The ability to work independently and exercise good judgment.

10. The ability to work well under pressure while serving a diverse clientele base.

11. Be able to work well with others.

12. Knowledge of Quickbooks Online preferred.

13. Knowledge of UW campus facilities preferred.

14. Must be a UW student enrolled in at least 6 undergraduate or 4 graduate credits or on leave as defined by Executive Order 50. 
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