
INTERNAL ONLY POSTING 
 
FISCAL SUPPORT SPECIALIST 
GRADE 112 
40 HOURS PER WEEK/$12.15 - $12.75 PER HOUR, DEPENDING ON EXPERIENCE 
 
Applications will be accepted until 5:00 p.m., February 12, 2020, in the Office of Human Resources, Womack 209. 

 
POSITION SUMMARY  
  
The Fiscal Support Specialist works under general supervision and is responsible for data entry, invoice processing, 
maintaining records of financial transactions, and preparing reports on the agency/institution's fiscal status.  This position 
is governed by state and federal laws and agency/institution policy.  
  
EXAMPLES OF WORK  
  
1.  Data entry of invoice information to process payments to vendors. 
 
2.  Verify documents are complete, accurate and comply with state, federal, and university policy. 
 
3.  Provide technical assistance to university personnel in areas such as purchase order cancellation, preparation of 
invoices and documentation, processing procedures, and legal requirements and policies governing financial transactions. 
 
4.  Research as needed and resolve discrepancies on account statements and invoices. 
 
5.  Performs related responsibilities as required or assigned. 
 
WORKING RELATIONSHIPS  
  
The Fiscal Support Specialist has frequent contact with university department chairs, administrative specialists, vendors, 
contractors, and the public. 
   
KNOWLEDGES, ABILITIES, AND SKILLS  
  
Knowledge of general accounting practices. Ability to compile information and prepare reports.  Proficient communication 
and computer skills, particularly with Excel. Team player with attention to detail and adaptable to change. 
 
MINIMUM QUALIFICATIONS  
  
The formal education equivalent of a high school diploma with courses in bookkeeping/accounting, administrative office 
procedures, or a related field.  
 
PREFERRED QUALIFICATIONS 
 
Experience in computerized accounts payable processing and posting journal entries; experience working in a medium to 
large entity; post-secondary education hours in accounting or related field; willingness to learn and professional 
demeanor. 
 
Other job related education and/or experience may be substituted for all or part of these basic requirements upon 
approval of the Qualifications Review Committee.  
  
PLEASE NOTE 
 
The applicant selected for this position will be required to submit to a background screening including criminal background 
check and credit check.  

 
Henderson State University is an Equal Opportunity Employer/Affirmative Action Employer with a significant commitment to 
the achievement of excellence and diversity among its faculty, staff, and students.   

 


