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Position Description - Classified 

Purpose of the PD: 
• To record the essential functions of the position
• To record special requirements
• To record required knowledge and skills to

perform the duties of the position

• To record special working conditions
• To aid in recruitment and selection
• To establish Management's expectations
• To provide a base for managing performance

Positi6nNuiiibef 
E99898 

ClaliJncation# ,., 
C1202 

Desi:ri!:>ftft(�entral protram.in.}'Y'1ic)j·witposition exis.(s.lnclu9e•pfo�rainl)lll'PQSll, Siie,.�cope.·anq 
relationslif t&the Uniyersi 'cs mission; ' . . . .. . . . . . . . . 

This position is located in the Western Oregon University Business Office. The Accounting and 
Business Office is responsible for the processing and reporting for all financial transactions for the 
institution. The operation of this office directly affects each of the institution's employees, students, and 
suppliers, student sponsors, some employees of other state agencies, and some members of the 
public. The Office's operations are vital to the independent operation of the institution. 

This position is responsible for the administration of the Procurement Card (P-Card) program, invoice 
approval, bank reconciliations, journal voucher documentation and entries, P-Card and invoice training 
for end users, and assist in month-end and year-end closing process. Additionally, assist on the policy 
teams and financial projects as needed. 

Position Information and Qualifications: 














