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JOB DESCRIPTION
Job Title:        Staff Accountant 

                  Work Hours: 25 Hours per week
Reports to:      Accounting Manager


       FLSA Status: Exempt

Salary Grade: 6


        
Summary
Under the direct supervision of the Accounting Manager, this position is primarily responsible for accounts payable, monthly accounts reconciliations, assisting with general ledger closing.  This position will also assist in, vouchering, banking and payroll processing, as needed.
Essential Job Functions
· Proof and post all A/P invoices and check requests. 
· Process weekly and interim check runs as needed.
· Reconcile vendor statements and take corrective action as needed. 
· File invoices, check stubs, cash receipts and bank statements.
· Distribute A/P and payroll checks.

· Keep secure and sign out agency credit cards for properly authorized purchases. 
· Follow up with program staff for missing receipts and credit cards.

· Order and receive agency office supplies.
· Make bank and post office runs as needed.

· Prepare bank reconciliations for various accounts and related adjusting entries. Review bank CD monthly for check irregularities.

· Ensure that program revenue has been accrued/recorded and that vouchers have been sent to appropriate agencies.
· Issue budget comparison reports to directors and meet monthly to discuss program finances.

· Assist in the preparation of the monthly closing folder that includes reconciliations of all balance sheet accounts and other supporting documentation.

· Reconcile and maintain agency equipment inventory. Review equipment inventory accounts and reconcile to specific contracts on a monthly basis.

· Assist in preparation for the annual audit

· Prepare and distribute 1099’s
· Type, prepare and mail forms and other correspondence.

· Other clerical duties such as filing and copying.

· Extended work hours may be required during certain periods.

Knowledge, Skills and Abilities

· Ability to perform basic math skills, use decimals to compute ratios and percents, and to draw and interpret graphs
· Ability to apply common sense understanding to carry out detailed but uninvolved instructions and to deal with problems involving a few variables. 

· Must be cooperative and willing to assist others.
· Knowledge of basic accounting principles including general ledgers and budget allocations.
· Must be able to multi-task and prioritize own work load.

· Must have excellent communication skills including the ability to interact with staff, clients, vendors of diverse backgrounds
· Strong verbal and written communication skills.

· Must be computer literate and proficient in various word processing, spreadsheet (Excel, Word) and database programs.  

PHYSICAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION 
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions. However, no accommodations will be made which may pose serious health or safety risks to the employee or others or which impose undue hardships on the agency.


Finger dexterity: Using primarily just the fingers to make small movements such as typing, picking up small objects, or pinching fingers together. Talking: Especially where one must frequently convey detailed or important instructions or ideas accurately, loudly, or quickly. Average hearing: Able to hear average or normal conversations and receive ordinary information. Repetitive motions: Movements frequently and regularly required using the wrists, hands, and/or fingers. Average Visual Abilities: Average, ordinary visual acuity necessary to prepare or inspect documents or products, or operate machinery. Physical Strength:  Sedentary work; sitting most of the time. Exerts up to 15 lbs. of force occasionally. 
Qualifications:

Required qualifications: BA/BS in Accounting, Finance or Business Administration from an accredited college or university. Preferred: minimum of one year work experience, preferably in a not-for-profit environment. Previous experience with vouchering for government agencies is highly desirable.  Experience with Fund EZ is a plus.
The Community Place of Greater Rochester, Inc. is committed to the recruitment of a work force which mirrors the diversity of recipients of agency services.

We are an Equal Opportunity Employer

THIS JOB DESCRIPTION DOES NOT CONSTITUTE AN EMPLOYMENT AGREEMENT. Nothing in this job description restricts CPGRs ability to assign, reassign or eliminate duties and responsibilities of this job at any time. It does not prescribe or restrict the tasks that may be assigned. This job description describes the agency’s current assignment of essential functions. Those functions may change at any time as the needs of the agency change or for other reasons deemed appropriate by the CPGR.
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