[image: image1.jpg]COMMUNITY ACTION
A PROGRAMS cavuca/seneca




Accounting Clerk
Job Description
Reports to:   Fiscal Coordinator 




Employment Classification: Non-Exempt




Updated: January 2021
JOB SUMMARY: The Accounting Clerk is responsible for assisting with the financial activities of the Agency.

Essential Job Functions:  

	· Verifies accuracy of accounts payable and prepares accounts payable vouchers to vendors.  

	· Performs posting of expenses, allocations or other transactions to journals or ledgers at month end. 
· Preparation of payroll, including allocation of employee hours, changes in departments, pay rates and all other entries and changes as needed. 

· Responsible for all ordering online on credit cards. Collects and collates for credit card statements and makes copies of credit card statements for Finance Committee Meeting.

	· Timely record keeping including monthly reports, and all other reports as assigned.

	· File all pertinent Fiscal information.  

· Assist Fiscal Coordinator and Senior Grants Analyst as needed.

· Review of monthly in-kind documentation for accuracy. 

	· Distribution of paychecks to employees in the absence of receptionist.  

	· Responsible for staff travel arrangements.

	· Follow internal control procedures per fiscal policy and procedure manual.

	· Attend meetings and trainings, including evening meetings and out-of-town travel.
· Follow internal control procedures per fiscal policies and procedures.

	· Serve on Agency committees.
· Responsible for ensuring new vendors are approved to conduct business in NYS.

· Responsible for maintaining and updated approved vendor listing per Agency Fiscal Policy and Procedures.

· Maintains motor vehicle lists for all Agency programs.
· Responsible for conducting business with the Department of Motor Vehicles in relation to Agency fleet of vehicles, including but not limited to annual registration, acquiring and cancelling plates, and all other required paperwork.

· Prints and mails out vendor checks.

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


	Supervisory Responsibilities: 


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

· High School Diploma/GED with 3-5 years experience in bookkeeping, or Associates degree in Accounting with 1 year of related experience preferred.

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

· Mathematical ability to gather data, compile 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, payroll software, FastFund accounting software, and outlook.    

· 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, 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. 
· Frequently lifts over 25 lbs. and up to 50lbs.
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.
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