Vacancy Announcement System (VAS)
Position Vacancy Announcement Request

Date: November 7, 2008 Department: Comptroller’s Office
i™ 8Us i™ SUBR i™ SULC i SUAREC {¥ SUNO i™ SUSLA
Application Deadline: ~ December 7, 2008 Date position to be filled: Open until filled
Position Title: Assistant to the Comptroller
Salary (annual): or Salary Range:  $32,000.00 to $38,000.00

Please check all categories that apply to this position:

Status Faculty Position Unclassified Position Classified Position

™ Part-time i Temporary ™ Administrative ™ Probationary

¢ Full-time " Tenure {* Temporary " Job Appomtment
" Tenure Track (Probationary) ™ Permanent " Provisional Appointment
" Grant ™ Grant
™ Contract {" Contract

Contact Person:  Diana Johnson Telephone No:  (504) 286-5321

Contact Email Address: djohnson@suno.edu

Contact e-mail address is for: {* Human Resources utilization only ~ { Posting to VAS website
Brief job description:

THEASSISTANTTO THE COMPTROLLER’®S DUTIES I NCLUDES, BUT A
ASSIST IN THE COORDINATION OF STUDENT REGISTRATION; PROCESS JOURNAL VOUCHERS & CASH RECEIPTS IN THE
UNI VERSI TY" S FI NANC]INWESTIGRTE OISCREPANGIES IN REPCRTSEND MAKE THE NECESSARY
CHANGES; EXAMINE AND VERIFY STATISTICAL AND OTHER REPORTS FOR COMPLETENESS, PROPRIETY AND

ADEQUACY; SERVE AS A LIASON BETWEEN THE COMPTROLLER AND SUBORDINATE UNCLASSIFIED POSITIONS IN THE
COMPTROL L E RCOWNSUDTRMA H TEIEEACCOUNTS PAYABLE DIRECTOR REGARDING STATE OF LOUISIANA
PURCHASE CARD ACCOUNTS; ASSIST THE CHIEF ACCOUNT IN RECONCILING VARIOUS ACCOUNTS; PREPARES

FINANCIAL REPORTS AS REQUIRED BY THE COMPTROLLER; PERFORMS OTHER DUTIES AS REQUESTED BY THE
COMPTROLLER.

Minimal qualifications:
Degree in Accounting or 2-5 years experience in accounting combined with college credit course work in accounting.

Remarks:

Interested applicants should submit a resume, cover letter, official transcripts (if applicable) and 2 letters of recommendation.

Apply To:

Southern University at New Orleans
Comptroller’s Office

6400 Press Drive

New Orleans, LA 70126

AN EQUAL OPPORTUNITY EMPLOYER



