
Posting Date: July 31, 2026 

Closing Date: August 14, 2026 

 
NOTICE OF INTENT TO REORGANIZE A POSITION 

 

Internal Posting 

Senior Accountant 
This position is posted in compliance with Alabama Code §16-22-15.  

It is the intent to place a current employee in this position. 

 
 

Position Announcement   
 

  

STARTING DATE:  Approximately  -    September 1, 2026 
  

Only permanent full-time employees are eligible to apply. Applicants must meet the minimum qualifications and 

must submit a Letter of Interest and resume to be considered. 
  

QUALIFICATIONS: • Bachelor’s Degree in Accounting, Finance, Business Administration, or a closely 

related field from a regionally accredited institution and two (2) years of 

progressively responsible experience in accounting, budgeting, purchasing, 

procurement, financial reporting, or governmental accounting, required; OR 

Associate’s Degree in Accounting, Finance, Business Administration, or a closely 

related field from a regionally accredited institution and five (5) years of 

progressively responsible experience in accounting, budgeting, purchasing, 

procurement, financial reporting, or governmental accounting, required. 

• One-year experience in Higher education accounting, preferred.  

• Must possess knowledge of GAAP, GAAS, GASB, FASB. 

• Experience in the use of Banner educational software, preferred. 
  

ESSENTIAL 

FUNCTIONS:  
 

 
 

• Review, analyze, and process all requisitions and purchase orders in compliance 

with College purchasing policies, ACCS procedures, and applicable state laws, 

ensuring required supporting documentation is received. 

• Process purchase order change orders, purchase order open/close requests, vendor 

additions, and vendor maintenance updates.   

• Maintain purchasing approval workflows and routing queues to ensure timely 

processing and appropriate approvals. 

• Monitor purchasing processes, policies, and procedures to ensure compliance with 

College policies, the Alabama Competitive Bid Law, and applicable regulations. 

• Coordinate and administer all aspects of the College’s competitive bid process, 

including preparing bid solicitations, maintaining bid logs, coordinating 

specifications with departments, maintaining vendor lists, evaluating bid 

documentation, and preserving bid records. 



• Serve as the primary Business Office contact for assigned construction, renovation, 

and capital improvement projects by coordinating financial and procurement 

activities with contractors, architects, engineers, vendors, and internal departments.   

• Assist the Executive Director of Facilities with the financial and administrative 

coordination of construction and renovation projects from planning through project 

completion, including procurement, bid administration, contract documentation, 

submittal review, change orders, and financial recordkeeping. 

• Work collaboratively with Administration, Faculty, Staff and the Executive Director 

of Facilities to coordinate the selection, procurement, and acquisition of office, 

classroom, laboratory, and institutional furniture and equipment. 

• Maintain project budgets, contracts, financial documentation, and supporting 

records for construction, renovation, and capital improvement projects. 

• Collect, maintain, and report project information for facilities and capital 

management projects as required. 

• Maintain the College contract database and related procurement records in 

accordance with College and OneACCS requirements. 

• Manage the College vehicle fleet insurance records and coordinate required 

documentation with insurance providers and College departments. 

• Maintain the accounting records and financial transactions of the College 

Foundation, including preparing journal entries, reconciling accounts, assisting with 

financial reporting, and ensuring compliance with applicable accounting standards, 

Foundation policies, and regulatory requirements. 

• Assist with the preparation, compilation, and entry of annual budget information 

and process budget revisions and transfers. 

• Work collaboratively with Accounts Payable Accountant and other Business Office 

personnel to ensure efficient financial operations. 

• Monitor incomplete documents report, purchasing control reports, and financial 

exception reports, resolving discrepancies in a timely manner.  

• Record, reconcile, monitor, and report all capital and fixed assets, including 

acquisitions, disposals, transfers, inventory verification, and monthly reconciliation 

to the General Ledger.  

• Conduct periodic physical inventories of fixed assets to ensure assets are properly 

located, tagged, and accurately recorded. 

• Prepare fixed asset reports for the financial statements and audit. 

• Prepare and post general ledger journal entries, reconcile accounts, and assist with 

monthly and year-end financial close. 

• Assist with preparation of IRS Form 1099 reporting and other year-end tax reporting 

requirements. 

• Maintain financial files, purchasing records, contracts, bid documentation, and 

supporting records in accordance with College record retention requirements. 

• Provide guidance and exceptional customer service to faculty and staff regarding 

purchasing, procurement, travel, contracts, budges and Business Office procedures. 

• Assist the Comptroller, Director of Accounting, Executive Director of Facilities, 

and other College administrators with special projects, financial analyses, and 

operational initiatives. 

• Travel between campuses as required. 

• Perform other duties as assigned. 
  

SALARY: Compensation is in accordance with the Alabama Community College System’s Salary 

Schedule E1-1 ($58,385 - $76,577) 
  



Northwest Shoals Community College is an equal opportunity employer.  It is the policy of the Alabama Community College System, including 

all postsecondary community and technical colleges under the control of the Alabama Community College System Board of Trustees, that no 

employee or applicant for employment or promotion, on the basis of any impermissible criterion or characteristic including, without limitation, 

race, color, national origin, religion, marital status, disability, sex, age, or any other protected class as defined by federal and state law, shall be 

excluded from participation in, be denied the benefits of, or be subjected to discrimination under any program, activity, or employment.   

 

Northwest Shoals Community College will make reasonable accommodations for qualified disabled applicants or employees.  Applicants in need of 

an accommodation(s), should contact the Office of Human Resources prior to the interview.  256-331-5279 

 

Applicants must adhere to the College’s prescribed interview schedule and must travel at their own expense. 

 

Northwest Shoals Community College will not be responsible for copying application packets for current or future positions. 

 

In accordance with Alabama Community College System Policy and guidelines, the applicant chosen for employment will be required to sign a 

consent form for a criminal background check.  Employment will be contingent upon an acceptable background check as determined by the 

College President. 

 

Northwest Shoals Community College is an active participant in the Employment Eligibility Verification Program (E-verify).  E-verify 

electronically confirms an employee’s eligibility to work in the United States as required by the Department of Homeland Security. 

 

Northwest Shoals Community College reserves the right to withdraw this job announcement at any time prior to awarding of employment. 

 

 


