
Western Kentucky University

Position Description

Position Title: Manager of Bookstore Accounting in the University Bookstore
FLSA Category: Exempt
Date: May 2007
Salary Grade: 108
Purpose of Position 

The Manager of Bookstore Accounting in the University Bookstore is responsible for facilitating all University Bookstore accounting transactions.
Primary Job Functions

The following duties are customary for this position, but are not to be construed as all-inclusive.  Duties may be added, deleted, and assigned based on management discretion and institutional needs.

· Facilitation of all University Bookstore accounting transactions. 
· Setting up invoices payable and credit memos on hand at year end.

· Preparing the statement of income and expense worksheet.

· Handling extended campus instructor charges.

· Reviewing and paying invoices for re-sale merchandise.

· Reimbursing petty cash fund following textbook buyback periods.

· Handling inter-accounts for university departments.

· Reconciling Big Red Card charges and university accounts.

· Preparing invoices for scholarship accounts.

· Preparing inter-accounts for donations.

· Adjusting inventory to actual at year end.

· Handling accounts receivable charges.

· Preparing agency invoices with the Billing and Receivables Office (including, but not limited to, WIA, Lincoln Trails, DOC, Vocational Rehabilitation, DAV, TAA). 
· Monitor and prepare vendor credits. 
· Resolve discrepancies with vendors on processed orders. 
· Centralize and standardize accounts payable and accounts receivable. 
· Periodically check inventory quantities against PRISM quantities to verify invoices are properly received. 
· Coordinate and facilitate the PRISM interface with Banner for accounts payable, accounts receivable and general ledger. 
· Utilize PRISM Accounts Payable module to ensure accuracy of supporting paperwork for payment processing. 
· Perform inventory adjustments as needed. 
· Set up and maintain vendors in PRISM in conjunction with the Accounts Payable office. 
· Handle vendor collections. 
· Acting as liaison with university accounting and audit staff.

· Customer service and communications. 
· Assisting with customer questions regarding bills.

· Communicating with related university departments regarding accounting procedures and paying bills in a timely manner.
· Supervision, training, scheduling and evaluation of full-time and part-time bookstore accounting department employees. 
Secondary Job Functions

None.
Manager of Bookstore Accounting in the University Bookstore
Minimum Training and Experience Required

Bachelor’s degree from an accredited institution with educational training preferred in accounting; two years of general management experience in a college store environment or an equivalent amount of experience in a similar accounting setting; individual would be required to become proficient in the use of typical office equipment including copy machine, fax machine, calculator and personal computer; banner accounting policies and practices experience; centralized student charge/billing systems experience; Prism Inventory Control System experience.
Knowledge and Skills Required
Proficient in data entry and keyboarding skills; excellent and verifiable communication and people” skills.

Physical and Mental Abilities Required

Demonstrated ability to lead and motivate employees toward a common goal.

Organizational Relationships

Position reports to the Director of the University Bookstore. 

Performance Expectations

The duties and responsibilities of this position must be performed in a competent manner following the highest standards of professionalism, integrity, accountability, responsibility, cooperation, and customer service. 
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