
 

 

North Iowa Municipal Electric Cooperative Association 

Humboldt, Iowa 

 

POSITION DESCRIPTION 

 

Accountant//Office Manager 

Purpose: 

Keeps a complete and systematic set of subsidiary records and ledger accounts recording 

financial transactions showing the financial status of the cooperative.  Analyzes load data 

and compiles reports and studies.  Manages operation of office. 

 

Duties and Responsibilities: 

General Accounting 

 Maintains general ledger, subsidiary ledgers 

 Write all checks; responsible for transferring funds between bank accounts to 

maintain appropriate balances as required. 

 Maintains an accounts payable and receivable file and pays all invoices. 

 Maintains special accounts for members, such as Production Improvement and   

special patronage loans   

 Manage accounting for special projects 

 Work closely with Auditors and prepare work papers in conjunction with annual 

audit, including supporting data and reports.  

 Process payroll and related withholdings. 

 Complete all required state and federal reports. 

 Prepare and maintain allocation of Member Deferred Patronage Dividends and 

reports 

 Generate all invoices to the members for general items, merchandise purchases, 

legal reimbursements and miscellaneous items.   

 Maintains members accounts receivable and accounts payable 

 

Power Plant Accounting 

 Grundy Center 2 MW Leased Neal #4 accounting including cash requests 

 Bancroft Neal #4 cash requests and expenses 

 Maintain accounts for costs associated with the Neal#4 and Walter Scott#4 power 

plants, such as fuel and emission allowances 

 Maintain cost and kwh requirements accounting for purchase power agreements 

(PPAs) including wind and baseload projects 

 Process energy losses billing related to power projects. 

 

Member Power Billing & Associated Accounting 

 Common Transmission System (CTS) accounting including payments to Corn 

Belt annually and estimates for future additions and maintains monthly member 

accounts 

 Prepares NIMECA annual capacity sharing exhibits 



 

 

 Calculates monthly power billings, verifying all numbers and balancing   

worksheets. 

 Prepares member power bills monthly and sends to members  

 Prepares monthly and maintains historical NIMECA kwh and costs system 

information  

 Prepares monthly and maintains NIMECA operation reports 

 Prepares monthly member carbon tax estimates 

 Verifies operational or billing information between CBPC, Basin Electric and 

NIMECA. 

 Records and compiles hourly load files by month for NIMECA and each member 

 

Data Research and Analysis 

 At the direction of Chief Executive Officer prepares and updates load forecasts 

for the purpose of future planning of resources and meeting the load requirements 

of the NIMECA members. 

 Work closely with consultants and Chief Executive Officer for planning and 

forecasting NIMECA and member requirements 

 Maintains a record of NIMECA and member hourly loads 

 

Office Manager  

 Attend such meetings as requested or required pertaining to NIMECA and/or its 

members.  

 Serve as receptionist for organization including greeting guests, answering the 

telephone, and office clean-up as needed. 

 Assist and/or prepare documents of information as requested by Chief Executive 

Officer  

 Manage daily operation of office including banking, mail, ordering supplies, 

arranging catering as directed. 

 Maintain inventory of assets and depreciation 

 Maintain and update the NIMECA website 

 Maintain list of members, current and past directors, and contact information. 

 Process updates for member disability insurance program. 

 Represents NIMECA in community and professional organizations 

 

Knowledge and Skills: 

 Knowledge of accounting techniques, concepts and principles 

 Ability to apply knowledge of accounting and finance 

 Ability to operate office equipment including telephones, fax, copier, printer. 

 Accuracy in working with information and data 

 Strong skills in using computer systems 

 Strong knowledge and utilization skill for Microsoft Office, including Word and 

Excel, and Intuit Quickbooks software 

 Ability to evaluate, disseminate and analyze data  

 Must be able to work with consultants and engineers 

 Ability to work in small office environment 



 

 

 Good verbal and written communication skills 

 Perform related duties as assigned 

 

Job Requirements: 

             

Minimum two years of College in appropriate field and prior experience in accounting; 

additional experience in analyzing data and research and office management is desired. 

 

The Office Manager/Accountant/Office Manager shall have a broad knowledge of 

NIMECA and be able to function in all areas in the absence of other personnel. 

 

The Accountant/Analyst/Office Manager reports directly to and is responsible to the 

Chief Executive Officer 


