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Job Announcement 
 

 
Job Title:  Accounting Clerk Entity: Corporate 

Reports To: Accounting Manager Salary: DOE 

FLSA Classification: Non-Exempt Closing Date: Open until filled 

 

 
Summary:  
Primary responsibilities are to input sales, accounts receivables, and accounts payable data from several 
enterprises. Provides customers with their monthly billings and proceeds with collection efforts on delinquent 
accounts.  Investigates questions and concerns from vendors regarding delinquent payments.  Performs 
duties in a friendly and efficient  manner that promotes superior staff, customer and vendor relations.  
Reviews, balances and interprets computer reports and makes corrections.  Ensures accuracy of information 
submitted to the Accounting Department.  Compiles, prepares, and maintains various statistical and clerical 
records 
Knowledge, Skills, and Abilities (Minimum Qualifications): 

 Associates Degree or equivalent education in Accounting or related field preferred.  
 Two (2) years or related work experience preferred. 
 Work experience may be considered in lieu of education. 
 Ability to effectively use 10-key calculators, computers and the software Microsoft Word and Excel. 
 Ability to work under pressure, exercise good judgment and maintain a high level of accuracy. 
 Ability to effectively and efficiently communicate using both verbal and written skills while maintaining 

strict confidentiality. 
 Must be able to understand and execute written and verbal instructions, and apply guidelines to 

various work situations. 
 Ability to maintain an organized filing system. 
 Must submit to a criminal history background check. 
 Must possess current Washington State Drivers License. 

 
Physical Demands / Work Environment: 

 Manual and finger dexterity as required to perform daily job duties. 
 Ability to frequently sit for prolonged periods of time. 
 Ability to occasionally lift and / or move up to 50 pounds. 
 Ability to occasionally bend, squat and reach. 

 
 
These requirements need to be met to represent knowledge, skill and/or ability to perform job functions.  
Reasonable accommodations may be made to enable individuals with disabilities to perform essential 
functions. 
 

DRUG TEST REQUIRED IN ACCORDANCE WITH CTFC POLICY 
 

Submit resumes to:  CTFC, Attn:  Human Resources, P.O. Box 140, Nespelem, WA  99155, or to 

n.runningbear@ctecorp.org or call 509-634-3208 if you require more information. 
 

CTFC IS AN INDIAN PREFERENCE EMPLOYER 
 

 


