
TABOR COMMUNITY SERVICES


JOB DESCRIPTION
Job Title: 

Staff Accountant
Date Written/Revised:  
August 13th, 2020
A.  Basic Functions:
This position is responsible for day-to-day accounting tasks such as accounts payable processing, accounts receivable invoicing, and payroll. Also responsible for month end tasks as assigned. 
B.  Essential Functions:
1. Process weekly accounts payable and prepare bank deposits.
2. Process bi-weekly payroll. 
3. Perform month-end accounting activities, including routine general journal entries, bank reconciliations and invoicing.

4. Assist Chief Financial Officer with year-end closing and annual audit process.

5. Preparation of reports and financial research. 
6.  Assist Chief Financial Officer with other accounting tasks as needed.

7.  Provide tertiary backup for front desk.
8. Other duties as assigned.
D.  Other Functions:
None
E.  Supervision Exercised:
None

F.  Supervision Received:
Responsible to the Chief Financial Officer
G.  Minimum Knowledge, Skills, and Abilities:

1. Minimum education requirements –Associate degree in accounting required. Bachelor degree in Accounting preferred.

2. Minimum 1 year accounting experience required. 2-3 years experience preferred. Previous experience with non-profit organizations preferred. 
3. Knowledge and expertise in Microsoft Office and accounting systems. Familiarity with Quickbooks or MIP preferred. 
3.
Adaptive personality to work well with independently as well as part of a team of counterparts/service providers.
4.
Effective oral and written communication skills.

5.
Ability to effectively manage and organize multiple tasks and priorities simultaneously.


6.
Desire to continuously learn and improve.


7.
Sensitivity to cultural and socioeconomic characteristics of population served.

8.
A commitment to empowering others to solve their own problems.

9.
A conviction about the capacity of people to grow and change.

11.
The capacity to maintain a helping role and to intervene appropriately to meet service goals.

12.
The ability to set and meet deadlines effectively.
13.
Must respect confidential nature of business financial and personnel information.
H.  Time Requirements:
40 hours per week 

I.   Classification: This position is classified as non-exempt from overtime and compensation is paid on an hourly basis.
J.   The above is intended to describe the general content of and requirements for the performance of this job. It is not to be construed as an exhaustive statement of duties, responsibilities or requirements.
I have read and understand the responsibilities and requirements of this position for which I have been employed by Tabor Community Services.

Employee Signature
_________________________________
Date___________

Equal Employment Opportunity
Tabor Community Services is an equal opportunity employer and does not discriminate on the basis of race, gender, disability, ethnicity, religion, sexual orientation, national origin, age, citizenship, veteran status or genetic information.

Americans with Disabilities Act
Applicants as well as employees who are or become disabled must be able to perform the essential duties and responsibilities either unaided or with reasonable accommodation. The agency shall determine reasonable accommodation on a case-by-case basis in accordance with applicable law.
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