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WICHITA AND AFFILIATED TRIBES 

POSITION DESCRIPTION 

 

TITLE:  ACCOUNTING LIAISON 

 

SUPERVISOR: TRIBAL ADMINISTRATOR       

 

GENERAL DESCRIPTION:  Under the supervision of the Tribal Administrator. Accounting 

Liaison possesses a general knowledge of the accounting and payroll function. Assures all 

deliverables are sent and received by the Tribe, Outsourced Accounting Company, Outsourced 

Payroll Company, Outsourced Accounting Firm, and Tribally Owned entities as assigned. The 

Accounting Liaison maintains tribal records as assigned.  

 

DUTIES AND RESPONSIBILITIES: 

 

1. Acts as the clerical liaison between the Tribe and outsourced accounting company. 

 

2. Acts as the clerical liaison between the Tribe, outsourced accounting firm, and Tribally 

owned entities as directed by the Tribal President. 

 

3. Receives and reviews all Payment & Check Vouchers for payment/check requests, and all 

Travel Authorizations and Expense Claims. 

 

4. Receives and reviews all Time Cards, Time Sheets, and Leave Requests for payroll 

disbursement.  

 

5. Insures all required supporting documentation is attached and all forms are signed. 

 

6. Insures W-4 and State Withholding Forms are completed for each employee and forwards 

information to outsourced payroll company. 

 

7. Prepares, sends, and receives accounting information from program directors, outsourced 

accounting company, and the Tribe. 

 

8. Prepares payroll deliverables for the Tribe for outsourced payroll company. 

 

9. Receives, forwards, and processes bills/invoices for payment. 

 

10. Receives and receipts all income (cash, checks, refunds, rebates, etc.) and deposits into 

respective accounts. Forwards information to outsourced accounting company. 

 

11. Maintains Petty Cash. 

 

12. Issues credit cards (Walmart, Phillips 66, etc.) to authorized tribal personnel and maintains 

issuance logs. 
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13. Assists with Records Management as requested. 

 

14. Performs other administrative functions as assigned. 

 

QUALIFICATIONS: 

 

1. Must possess a High School Diploma or GED and have at least two (2) years college in 

business or accounting related field or any equivalent combination of experience, training, 

and/or education. 

 

2. Must be knowledgeable in mathematical calculations and accounting procedures. 

 

3. Must be knowledgeable in banking transactions, including account deposits. 

 

4. Must be able to communicate effectively, both orally and in writing. 

 

5. Must be computer literate and be familiar with Accounting software. 

 

6. Must have a valid State of Oklahoma Driver’s License. 

 

7. This position requires a successful background check and drug screening. 


