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STATE OF OREGON 
 invites applications for the position of: 

Accountant II  
(Staff Accountant) 

 
 
 

JOB CODE: OTE13: 002 
 

OPENING DATE/TIME: 03/13/13 12:00 AM 
 

CLOSING DATE/TIME: 4/17/13 11:59 PM 
 

SALARY: $38,136.00 - $55,5360.00 Annually 
 

JOB TYPE: Permanent 
 

LOCATION: Salem, Oregon 

AGENCY: Oregon Travel Experience  

AGENCY DESCRIPTION: 
 
Oregon Travel Experience’s (OTE) mission is to create a great visitor experience by providing 
direction to destinations, connecting travelers with Oregon’s resources, and ensuring safe and 
convenient travel.  We collaborate with community leaders and regional businesses to provide the 
very best motoring experience possible. 

 
Our programs support local economic prosperity across the state by directing traffic to essential 
services with our Highway Sign Program. We also ensure that travel is both safe and convenient 
with onsite Rest Area Supervision. Oregon Travel Experience also administers the Oregon Heritage 
Tree and Oregon Historical Marker programs in partnership with professional volunteers recognizing 
Oregon’s historic al assets. 

 
We are a semi-independent state agency utilizing an innovative approach to delivering services.  
The agency is governed by a volunteer Council appointed by the Governor and made up of eleven 
members representing the transportation, hospitality, sign industry and public -at-large. Currently 
there are 44 FTE employed at the agency.  Staff takes pride in their work, have deep roots in the 
organization and have positive relationships with their customers and community partners.  The 
agency will grow over the next three years, adding new rest areas and associated staffing 
responsibilities. 

 
If you would like more information about Oregon Travel Experience visit: 
http://ortravelexperience.c om/. 

 
POSITION SUMMARY: 

There is one (1) permanent position for an Accountant II (Staff Accountant) position at the 
agency headquarters in Salem, Oregon: 
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The agency is looking for a task oriented Staff Accountant responsible for accounting functions 
including setting up ledgers, account codes and controls and modifying accounting systems. This 
position uses a combination of PC and web-based accounting and payroll applications that may or may 
not interface. The ideal candidate will have a positive attitude, strong work ethic, skilled in the use of 
technology, be detailed oriented and adaptable to an evolving work environment. 

 
 The position has frequent telephone, in person or written contact with agency staff explaining 

accounting policy and processes and to resolve accounting discrepancies or disputes. Typical 
topics include such items as account balances and reconciliations, report clarifications, payment 
authorizations, expenditures and budget balances. 

 
 Works under general supervision and does recurring assignments independently. The employee 

gets technical guidance from the Chief Operating Officer and Finance and Accounting Director. 
The employee receives guidance in areas such as interpretation of agency policies and 
regulations governing the work, and special project requirements.  

 
 Operates within professional standards and practices, applicable State and Federal laws, rules, 

regulations and guidelines. Departmental procedure manuals and directives, state accounting 
manuals, audit recommendations, Federal regulations and generally accepted accounting 
principles guide the work. 

 
 

Duties and Responsibilities: 
 

The duties listed below are characteristic of the type and level of work associated with this position. 
Key responsibilities include: 

 
 Processes and records monthly payroll using outside vendor 
 Assist with processing and maintaining employee payroll/benefit records 
 Prepares journal entries and reconciles various accounts 
 Assists with month end and year end processing and closing 

 
 

Accounting Functions (60%) 
 
Uses an established accounting system to establish and maintain accounting procedures and 
controls for accounting functions such as accounts payable, accounts receivable, contracts, grants, 
inventory, purchasing, payroll, etc. Sets up new ledgers and account codes. Analyzes a variety of 
nonstandard accounting transactions to decide and initiate appropriate entries. Reconciles accounts, 
initiates corrections, and makes adjusting entries.  
 
Reporting and Analysis (30%) 
Assures preparation of a variety of agency expenditure, revenue, budget status and other 
management reports. Estimates, maintains and reviews financial information for one or more 
programs or accounting funds. Analyzes financial issues and proposes solutions consistent with 
available funds, policies, procedures and generally accepted accounting principles.  

 
Miscellaneous (10%) 

 
Serves on the accounting team that recommends modifications to agency accounting systems and 
policies. Suggests enhancements for financial management systems. Helps devise and install agency 
specific accounting systems, procedures and reporting methods or agency use of statewide financial 
management systems. Responds to auditors and other external organizations' information requests.  
Other duties as assigned. 
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WORKING CONDITIONS 

 
Position requires the incumbent to work a professional work week; OTE operating hours are 7:00 
am to 4:00 pm, Monday - Friday.  Work is an office environment with most tasks involving sitting 
at a desk and working on a computer. Extensive use of computer, telephone, copy/fax/scan  
machines.  Contact with employees and agency service providers.   

 
 

MINIMUM QUALIFICATIONS: 

 a CPA certificate; OR  
 

 two or more years of professional accounting experience applying basic accounting theory and 
principles to examine, account for, reconcile, analyze and interpret standard accounting data and 
records, AND, 

 
 a Bachelor’s degree in Accounting, Business Administration or related degree 

------------------------------------------------------------ 
 Must be proficient in MS Office Suite (Word, Excel, PowerPoint). 

 
 Must possess a current driver’s license and an acceptable driving history. 

 
Preferred/Desired Qualifications and Experience: 

 
 Extensive knowledge of accounting policies, procedures and operations. 
 Extensive knowledge of techniques used to locate errors in accounting records.  
 Experienced at managing payroll and benefit systems. 
 General knowledge of computerized accounting systems and how they aid in compiling, 

maintaining and using accounting information.  
 Skill applying generally accepted accounting theory to account for standard revenues, 

expenditures, accounts payable, accounts receivable and inventory.  
 Skill designing, generating and reconciling accounting reports, statements, projections and 

schedules.  
 Skill analyzing and interpreting agency fiscal information from reports.  
 Skill reviewing fiscal transactions to assure conformity to statute, policy, etc.  
 Skill preparing and explaining accounting information.  
 Skill recommending accounting controls, financial review trails, improvements to business 

practices, etc.  
 Skill organizing and coordinating work groups to resolve issues. 
 Accounting firm experience beneficial 

 
ADDITIONAL INFORMATION: 

This recruitment will be used to establish a list of qualified people to fill the current vacancy. 
 
Applicants are subject to a Computerized Criminal History and Driver & Motor Vehicle Services 
check.  Information obtained in this process will remain confidential. 
 
Unless otherwise required by statute or contract, all OTE employees are employed “at will”, which 
means that your OTE employment may be terminated by the employee or OTE, at any time for 
any lawful reason, with or without cause, and with or without advance notice.  You may also 
resign your employment with OTE at any time.  Any contract establishing an employment 
relationship with OTE other than “at will” must be in writing, signed by the CEO and approved by 
the Executive Committee of the Council. 
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HOW TO APPLY 
 

A. Follow the APPLY link above and complete the Oregon Employment Application online. 
 

B. Complete the SUPPLEMENTAL QUESTIONS section of this announcement. 
 

C. Attach a COVER LETTER and RESUME to your online application. 
 

Be sure to attach your cover letter and resume to your online application materials. 
Failure to include the required supplemental information will remove your application from further 
consideration.  Additional applicant screening will depend on the number of qualified applicants 
received.  All application materials must be received by the c losing date/time posted on this 
announcement.  Qualified applicants whose application materials most closely match the 
requirements for this position will be invited to interview. 

 
Finalists are subject to a computerized Criminal History and Driver and Motor Vehicle Services     
check as well as a thorough background investigation. Adverse background data may be grounds 
for immediate disqualification. 

 
Only complete applications will be considered.  Be sure to answer all supplemental questions and 
attach all required documents.  Responses to the supplemental questions will determine if you 
meet the minimum qualifications, any special qualifications and/or desired attributes for the 
position.  Qualified applicants whose responses most closely match the requirements for this 
position will be invited to interview.  Transcripts must be submitted to receive credit for       
education coursework at the time of application. 

 
Oregon Travel Experience is an equal opportunity, affirmative action employer committed 
to work force diversity. 

 
 
 
 
 

VISIT OUR AGENCY WEBSITE AT: 
http://ortravelexperience.com/ 

 
OUR OFFICE IS LOCATED AT: 
1500 Liberty St. SE, Suite 150 
Salem, OR 97302 

Job #OTE13: 002 
ACCOUNTANT II 
JS 
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Accountant II (Staff Accountant) Supplemental Questionnaire: 
 

Your answers to the supplemental questions must be consistent with your described 
work experience. Your application will be reviewed to determine if you meet minimum 
qualifications. 

 
Qualified applicants with backgrounds that most closely match the needs of the position(s) will 
be invited to interview. Resumes’ will NOT be used to determine qualifications unless it clearly 
states a resume is required in the job posting. 

 
* 1. Which of the following best describes your highest related level of education? 

 

Some College coursework, no degree received 
Associate's Degree 
Bachelor's Degree 
Master's Degree 
Doctorate Degree 
None of the above 

* 2. Which of the following best describes the focus of your degree? 
 

Accounting 
Business Administration 
Other Related Degree 
My degree is not related 
I do not have a degree 

* 3. If you selected Other Related Degree or degree not related, please identify the focus of 
your degree. 

 
 
 

* 4. Which of the following best describes your years of experience in Accounting? 
 

Less than 3 years 
3 to 6 years 
6 to 10 years 
10 years or above 
 

* 5. Which of the following best describes your level of experience using Microsoft Excel or 
similar spreadsheet program? 
 
 Beginner (setting up formatted worksheets and sorting data) 
 Intermediate (creating formulas, charts and graphs, pivot tables and links between 
files) 
 Advance (creating worksheets with decision making capabilities, macros and 
importing data from other sources 
 None of the above 
 

* 6. Are you a licensed Certified Public Accountant?   
 

Yes 
No 
In progress 
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* 7. Do you have experience inputting, processing and analyzing a payroll and benefit system? Please 

describe this experience. 
 

* 8.  Do you have experience in maintaining the general ledger of an organization including adjusting 
journal entries and reconciling accounts?  Please describe your experience. 

 
* 9. Can you name an accounting process you have developed or improved?  Please explain. 

 
* 10.  This position requires the ability to answer employee questions and concerns regarding pay and 

benefits.  Please describe your communication style and customer service approach with co-
workers.  

 
 

* Required Question 


