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Nonprofit Accountant
Job Description

Reports to: Fiscal Coordinator
Employment Classification: Non-Exempt



Updated: May 2021
JOB SUMMARY:  The Nonprofit Accountant  provides assistance to the Fiscal Director and Fiscal Coordinator, planning, coordinating and accurately fulfilling program Grant accounting functions regarding budget and compliance issues in a timely and professional manner in compliance with State & Federal rules and regulations.
Essential Job Functions:
	· Review and reconcile variety of financial activities in support of grant billing functions.

· Assess need for accounting adjusting entries based on grant/account reconciliations and prepare relevant entries for review and approval.

· Prepare grant billings/claim vouchers for a variety of grants, consistent with relevant billing cycles and due dates.

· Prepare fiscal reports in support of required grant documentation. Including preparation of monthly/quarterly receivable vouchers for submission to funding sources.
· Work collaboratively with Agency Program staff in support of grants.  This relates to the entire grants cycle including; budget development, reporting, billing, and analyzing budget-to-actual results on an as-needed basis.

· Perform variety of accounting/fiscal functions in support of grants management, as well as larger Fiscal department needs.

· Prepare a weekly account balance report and outstanding receivable spreadsheet for Executive Director.

· Maintenance of receivable voucher due dates.  

· Reconciliation of the receivables vouchers to Agency’s books and records.

· Responsible for staff travel arrangements.

· Responsible for monthly petty cash and bank reconciliations.

· Prepares monthly administration allocation within the Fast Fund accounting software system.

· Responsible for recording required match.

· Follow-up with funders on outstanding payments.

· Attend meetings and trainings, including evening meetings and out-of-town travel, as needed.

· Serve on agency committees.

· Follow internal control procedures per fiscal policies and procedures.

· All other duties and responsibilities as requested by the Fiscal Coordinator, Fiscal Director or Executive Director.


	


Supervisory Responsibilities:   

The Nonprofit Accountant does not have direct supervisory responsibilities. 
Qualification Standards:  
The Nonprofit Accountant must meet the following minimum qualifications:

· Associates degree in Business, Accounting, Finance or other related field desired.

· Minimum 3 years general accounting experience required, with preference toward grant/fund accounting experience.

· Demonstrated knowledge of GAAP and clear understanding of not-for-profit, fund accounting environment. 

· Working knowledge of computer systems and ability to learn and work with various software programs.

· Mathematical ability to gather data, compiles information, reconcile financial information and prepare reports.
· Ability to calculate numbers, correct entries, and post to records.

· Good organization skills needed.

· Strong oral and verbal communication skills to interact with customers and other Agency staff.

· Ability to work from home when needed during pandemic emergency to ensure business continuity.

· Ability to interact with and present the Agency and oneself in a professional manner to outside parties. 

· Ability to recognize and understand the causes of poverty and the conditional and environmental effects of poverty.  
· Ability to relate to all socio-economical segments of the community and work well with both professional and non-professional individuals.

· Must have reliable transportation and a clean and valid NYS driver’s license. 
Equipment, Machines and Software Used:  

· Basic personal computer skills that include the ability to send/receive email messages, post information to a database or spreadsheet, and perform basic word processing, bookkeeping, and/or data entry.  
· Ability to use software programs such as Microsoft word, excel, ADP payroll software, Fast Fund accounting software, Gmail.    

· General office equipment is used such as a computer, printer, photocopier, telephone, fax machine, scanner, and calculator.
Physical and Mental Requirements:  

· Close mental and visual attention to prepare and analyze data and figures, work on a computer, C read or control machines or processes at rapid pace that requires close coordination and fine adjustment.  
· Constantly sits, hears and uses repetitive motion of hands or wrists; frequently stands, walks, talks; fingers grasps, feels or handles materials; push, pulls and reaches with arms and/or hands, crouches, bends or kneels.  Will need to climb stairs on a daily basis.
· Occasionally lifts over 25 lbs. and up to 50 lbs.
Environmental Conditions:  

· Typically works inside in an office environment where there is heat and protection from weather conditions  
· Occasionally travels during normal work hours.  
Employer’s Disclaimer:
· All requirements are subject to possible modification to reasonably accommodate individuals with disabilities.

· This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by their supervisor.  Furthermore, the company reserves the right to add to or revise an employee's job duties at any time at its sole discretion.

· This document does not create an employment contract, implied or otherwise, other than an “at will” employment relationship. 
	I acknowledge that I have received and read the Job Description.

	Employee’s Signature:
	

	Date:
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