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		Job Code
1104102112
	FLSA Status
Non Exempt
	Job Family
Finance

	Subfamily
Accounting






	Position Purpose

			Provides entry-level accounting support for Dartmouth College, processing routine financial transactions and maintaining accurate accounting records under close supervision.









	Key Accountabilities

			Description
	% of Time Spent

	· Processes routine financial transactions including journal entries, invoice coding, and payment requests in Dartmouth's financial systems.
	30%

	· Reconciles basic accounts and assists with month-end closing tasks under supervisor direction.
	25%

	· Responds to routine inquiries from departments regarding transaction status and account coding.
	20%

	· Maintains organized accounting records, files, and documentation in compliance with College policies.
	15%

	· Supports the accounting team with data entry, report preparation, and general administrative tasks.
	10%







			Performs other duties as required.









	Minimum Qualifications

			· High school diploma or equivalent combination of education and experience; Requires 0 to 1 year of accounting, bookkeeping, or financial data entry experience with proficiency in spreadsheet and financial software.









	Preferred Qualifications

			· Experience with ERP-based financial systems such as Oracle or Banner; coursework in accounting or business.









	

		Reporting
Typically reports to a supervisor or manager.
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