
 

HOULTON BAND OF MALISEET INDIANS 

Job Description 

 

FISCAL OFFICER 

 

Status:  Full-time, 40h/per week 

 

Role:  The Fiscal Officer's primary role will be to ensure that all statutory, regulatory, or other 

financial requirements are met, and that generally accepted principles meet financial policy 

standards established by funding agencies and that grant/contract conditions are complied with. 

______________________________________________________________________________ 

 

Position Responsibilities:   

 

1.   The Fiscal Officer will be responsible for supervising the payroll administrator and 

accounts clerk II. 

 

2.  The Fiscal Officer is accountable to the Tribal Administrator and will ensure that duties 

and responsibilities are completed and monitored on a continual basis. 

  

3.   Receive, record, deposit and disburse the Houlton Band funds in accordance with Council 

appropriations, budgets and program authorizations and consistent with Houlton Band 

Policy and Procedures. 

 

4.   Issue reports, as requested to the Tribal Administrator, the Tribal Chief, Tribal Council, 

and all program directors which reflect current cash status, cash transactions, 

expenditures and performance in accordance with approved budgets for all Houlton Band 

funds and grant or contract funds under control of the tribal organization. 

 

5.   Issue special financial reports to the Tribal council as requested. 

 

6.   File necessary financial reports with funding agencies of the federal government, state 

government and other entities as requested. 

  

7.   Ensure that a comprehensive audit of the Tribes funds, and accounting is conducted 

annually with audit reports issued to the Tribal council and respective funding agencies. 

 

8.   Maintain a file on all contracts/grants administered by the Tribe.  

 

9.   Assist program directors with budget revisions. 

  

10.   To periodically inform the Tribal Administrator of the tribal financial status or potential 

problems in regards to any particular grant, contract, or enterprise, to include providing 

any specific financial information as requested. 

 

11.   Ensure that all bank statements are reconciled and that no checks are outstanding for 

more than six months. 

 

12.   Ensure that the fixed assets are maintained and properly recorded. 

 

13. Ensure that Indirect Cost Proposal is completed and submitted annually.   

 

14.   Ensure that payroll is prepared and verified, and that the payroll journal is maintained. 

 

15.   Perform other duties that may be assigned. 



 

 

Minimum Qualifications: 

 

• Bachelor Degree in Accounting or related field with 5 years experience in a related field. 

• Excellent communication skills 

• Computer literate, including knowledge of Microsoft Word and Excel 

• Ability to work on own as well as part of a team 

• Ability to successfully pass a urine drug screen and criminal background check 

 
 

 

 


