
 
 
 

POSITION POSTING 
May 6, 2020 

 
POSITION TITLE:  Staff Accountant 
DIVISION:   Finance and Administration 
  

 

 
OCCUPATIONAL SUMMARY 
Reporting to the Vice President of Finance and Administration, the Staff Accountant is responsible for performing directed 
accounting and finance procedures within the Division in support of the University’s mission and to achieve a strategic, student-
centered approach to fiscal management in support of the University’s mission.  

This position does not supervise others.     
 
ESSENTIAL JOB FUNCTIONS 
1. Performs daily accounts payable functions including processing of invoices, purchasing and check distribution in 

Microsoft Great Plains. 
2. Responsible for all aspects of semi-monthly payroll through ADP 
3. Performs accounting and finance procedures as directed and in accordance with established best practices, policies 

and procedures, and, generally-accepted accounting principles. 
4. Audits and reconciles accounts as required.  
5. Stays abreast of changes in financial management and advises supervisor on desirable operational adjustments due 

to changes in policies, procedures, rules, regulations and law as applicable. 
6. Devises innovative strategies, policies and/or programs for goal attainment and process improvements to reach 

established objectives. 
7. Prepares required reports; analyzes data to determine financial standing and related data in assigned areas to draw 

conclusions and/or make recommendations for process improvement within the Division. 
8. Develops relationships and maintains effective communications with diverse groups, internal and external, in support 

of the institution’s mission. 
9. Oversees departmental supplies and processes supply orders as needed. 
10. Assist Director of Human Resources by reviewing resumes and setting up interviews. 
11. Performing background and reference checks for candidates. 
12. Setting up employee files (both physically and electronically) 
13. Represents institution at functions upon request. 
14. Assists the management and integrity of all fiscal data in compliance with all applicable state and federal laws, rules, 

and regulations. 
15. Operates effectively within established budgetary guidelines.  
16. Serves on administrative committees as assigned.  
17. Performs other duties as required.  
 

MINIMUM REQUIREMENTS 

 

1. Bachelor’s degree from an accredited college or university, in accounting and finance, financial auditing, business 
management or equivalent experience in a related field preferred. 

2. Three years of payroll/accounts payable experience. 
3. Preferred experience with Great Plains and ADP. 
4.         Ability to successfully use Microsoft Excel and other Microsoft products. 
5.         Work experience in related areas. 
6.         Impeccable judgment and integrity. 
7. Ability to manage confidential information. 
8. Proficiency in the use of research, statistical analysis and information technologies. 
9. Ability to relate effectively with multiple constituencies. 
10. Exceptional interpersonal and problem-solving skills. 
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APPLICATION PROCESS 
This position is full-time.    Location-based in Indianapolis, Indiana 
 
Must have ability to work remotely. 
 
Interested persons may apply by submitting a resume and contact information to: 
 
 Martin University 
 Office of Human Resources 
 2186 N Sherman Drive 
 Indianapolis, IN 46218 
 Email: hresources@martin.edu 
 Facsimile: (317) 917-3393 
 
This position is open until filled.  

mailto:hresources@martin.edu

