IFB for Accounting Staff Support

	Description:
	SERS is seeking five advanced accountants for temporary assignment.  We currently have low staff levels and are coming up on a very busy time of the year. These five positions will vary in description and will assist in one or more of the different divisions within SERS Office of Finance and Administration.  Support is needed to complete implementation of the new defined contribution plan, issue procurements, monitor the budget, complete year-end financial statements/other reporting, and complete other day to day key operational tasks that are vital to SERS mission to provide retirement benefits and services to our members through sound administration and prudent investments.    

Overtime may be required but will be at the discretion of management.  
Parking will be provided. 

	Term of Assignment:
	October 15 – June 30, 2020 (Note: Length of Assignment will vary based on filling of currently vacant positions.)

	Responding Vendor Name:
	<Enter the name of your business>

	Contact Telephone Number:
	<Enter the primary contact phone number to be utilized for communication purposes.>

	Contact Person:
	<Enter the name of the person to contact regarding payment, scheduling, etc. If multiple names are provided, please indicate what items >

	Federal Tax ID:
	<Enter the current contract expiration date>

	Vendor Rate per Employee:
	<Enter the position title and hourly rate per employee to be billed to agency.>

	Vendor Rate for Overtime Hours per Employee:
	<Enter the position title and hourly rate per employee for each billable overtime hour worked to be billed to agency.>



	Requirement
	Requirement Detail
	Notes
	Vendor Response/Questions

	Minimum Years of Experience 
	3
	
	


	Minimum Education 
	Bachelor’s degree including or supplemented by fifteen college credits in accounting.  

	CPA not required but preferred.  
	

	Skillset 
	Positions 1-5 (Below) 
1. Research and interpret standards and documents
2. Track, analyze and interpret data
3. Communicate effectively
4. Run reports on information systems
5. Comprehend new role quickly
6. Utilize Microsoft excel (moderate skillset)
 
Additional Skills for Positions 3 and 5 
7. Prepare financial statements
8. Possess superior writing skills
9. Utilize accounting and reporting software
10. Develop reports, charts, tables, and graphs, and power point presentations. 
	
	

	Summary of Anticipated Duties to be Performed

	Position 1 – Procurement and Budget Related
1. Assist with Request for Proposals (RFP)’s and various other agency procurements
2. Assist with budget monitoring, reporting, and process evaluation for SERS’ four separate funds.  
3. Assist with procurement function process evaluation across four separate funds (invoice processing).
4. Utilize procurement systems and other software as needed. 
5. Perform other related duties as required.  

Position 2 – General Accounting Related
1. Reconcile employer and member contributions for each employer to independent calculations based on contribution rates and reported salary information in the SERIS data base system. All variances will need to be investigated and corrected. This is performed for both the defined benefit plan and the defined contribution plan on a quarterly basis.
2. Communicate with general accounting staff on ongoing employer reporting issues.
3. Utilize SERIS database system
4. Analyze SERIS database system generated reconciliation/error reports.  
5. Perform other related duties as required.   
  
Position 3 – Investment Control
1. Perform the calculation of investment manager fees. 
2. Monitor the Daily Cash Flow Log Process, which includes all capital calls, expenses, distributions, etc.  
3. Prepare investment account opening forms.  
4. Track, record, and reconcile broker commissions. 
5. Track, record, and reconcile securities lending information.
6. Assists with year-end reporting of investment information for the financial statement audit, including gathering year-end investment manager values, preparing disclosures under GASB standards (fair value, interest rate risk, duration, etc.). 
7. Performs other related duties as required.     

Position 4 – Investment Control/Defined Contribution Plans
1. Perform the calculation of investment manager fees. 
2. Analyze and reconcile investment related expenditures.  
3. Assists with month end general ledger reconciliations in various divisions.  
4. Assist with PA Treasury distribution processing
5. Prepare process and procedure documents for the new defined contribution plan. 
6. Performs other related duties as required.     

Position 5 – Financial Reporting
1. Research GASB and FASB requirements
2. Assist with developing year-end reporting for the new defined contribution plan – including the budget book, audited financial statements, and Comprehensive Annual Report (CAFR)
3. Performs other related duties as assigned

	
	

	Background Clearance 
	After vendor submits candidate pool (data/resumes) to agency for consideration, a background check for candidates selected for hiring is required to be performed by vendor and submitted to agency for review prior to scheduling of interviews. 
	Background clearances required:
1. Education Verification
2. Employment Verification
3. Criminal Conviction Verification
4. Credit Check
5. [bookmark: _GoBack]Professional Credential Verification

	

	Reference Checks
	Vendor will perform a reference check (2, including 1 prior employer) for each selected candidate.  
	
	



