Job Description
Job Title:

WTVI - Sr. Financial Analyst

Grade:

M

Department:

Accounting & Reporting

FLSA:

Exempt

The incumbent in this job is expected to assist the College in achieving its vision and mission. Customer
focus, college service, and a willingness to assist as needed are expectations for all employees.

General Function:
This position is responsible for the WTVI financial and accounting functions including preparation of
financial, CPB and other grant reports. This position serves as the liaison between the College’s Finance &
Administrative Services Division and other WTVI personnel.

Characteristics Duties and Responsibilities:
1. Coordinates and monitors WTVI financial activities and enters financial information into the College’s
and WTVI’s general ledger. Ensures the station is in compliance with the Financial Aspects of the
“Communication Act”.
2. Reconciles monthly donor contributions to the College and WTVI general ledgers.
3. Assists with UBIT (Unrelated Business Income Tax) and IRS forms 990-T, submits quarterly federal and
state estimated tax payments to the IRS.
4. Compiles, analyzes and summarizes financial information; assists with preparing the monthly WTVI
consolidated statements and the Annual Financial Statement.
5. Assists and compiles the SABS (Station Activity Benchmarking Survey), SAS (Station Activity Survey),
AFR (Annual Financial Reports) and other internal and external required reports for WTVI. Ensures
Non-Federal Financial Support (NFFS) is accurately reported on AFR.
6. Researches existing system structures and recommends modification to improve the reporting process.
Assists and prepares written policies & procedures for the WTVI financial activities including in-kind
contributions, Accounts Payable, Accounts Receivable, Procurement, Payroll, Budget, etc.
7. Ensures and monitors the account coding of WTVI invoices and receipts are coded correctly into the
financial software.
8. Prepares WTVI internal and external billings, produces monthly accounts receivable report, reconciles
the deposit receipt with the outstanding invoices, assists with the follow up on aged receivables.
9. Serves as liaison between the College and WTVI – PBS Charlotte, provides all the training for
accounting software.
10. Other duties as assigned.

The intent of this job description is to provide a representative summary of the essential functions that will be required of positions given this title and should
not be construed as a declaration of specific duties and responsibilities of any particular position. Employees will be assigned specific job-related duties
through their hiring departments. Specific job-related duties assigned by hiring departments shall be consistent with the representative essential functions
listed above and shall not be construed as expanding a particular position’s role, scope, FLSA status, or grade. October 2013
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Reporting Relationships:
Direction Received:
Direction Given:

Reports to the Director of Accounting & Reporting
Direct supervision of assigned staff

Minimum Requirements:
Bachelor’s Degree from a regionally accredited institution in Education, Accounting, Finance or Business
Administration and at least 2 years of accounting experience

Preferred Requirements:
Experience with Ellucian or Public Broadcasting, Financial Edge software or a CPA certificate

Knowledge, Skills, Abilities, and Worker Characteristics:
Knowledge of general accounting and auditing principles and practices
Proficiency with Microsoft Office Suite, particularly Excel
Knowledge of Payroll, Finance, Accounts Payable and Accounts Receivable
Knowledge of budgeting and reporting procedures and practices
Excellent organizational skills
Ability to communicate effectively, gain credibility and develop productive working relationships with
employees at all levels from WTVI and CPCC
Good oral and written communications skills emphasizing financial information

Working Conditions:
Typical Office Environment
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