FIRST STEP WESTERN WAYNE COUNTY PROJECT ON DOMESTIC AND SEXUAL VIOLENCE

JOB TITLE:   Senior Accountant




GENERAL STATEMENT OF FUNCTION: 

Under the supervision of the Executive Director, perform daily activities within the financial department and maintain close communication with the Executive Director and other supervisory staff.
TYPICAL DUTIES: 

1. Prepare monthly bank reconciliations and adjusting journal entries
2. Able to prepare all general ledger trial balance reconciliations as needed

3. Produce various financial reports from MIP Sage Accounting System as needed

4. Maintain ongoing cash balance for cash flow management for weekly reporting to the Executive Director

5. Assign general ledger coding to accounts payable invoices for payment by finance associate

6. Assist the Finance Associate in processing of annual 1099’s and W-2’s
7. Maintain accurate fixed asset listing and prepare annual fixed asset review.

8. Process accounts payable, accounts receivable, payroll as a back up to the Finance Associate at various times throughout the year.  Cross train with the Finance Associate on all Finance Associate duties. Taking deposits to the bank when necessary.
9. Maintain detailed, organized and accurate records of grant awards and budgets

10. Prepare all invoices for grants/funders on a monthly basis, requiring knowledge of funding requirements, Federal A-122 Cost Principles, and budgets for each funding source.

11. Prepare monthly grant analysis and report over/under spending of any grant cost category.  Reporting is to be done monthly to the Executive Director and Associated Director to ensure adequate time to make financial decisions. 

12. Prepare all budget amendments as required by funders for staffing or any other change that would require a budget amendment by  a funder

13. Prepare individual funder budgets as needed
14. Complete all financial reporting required by grants and other funders, quarterly, monthly and annually
15. Respond to funder requests for information in a timely manner
16. Assist with year-end audit requirements including pulling data for review and preparing all information needed by auditors
17. Review bi-weekly payroll registers for accuracy with signature approval.
18. Prepare all payroll reporting (bi-weekly, quarterly and annual) to ensure accurate and timely filings.  This includes, but is not limited to, quarterly 941’s, Unemployment reports. W-2’s, and Profit Sharing Census Reporting
19. Attend ongoing accounting system training and all other training as deemed appropriate to perform job duties
20. Maintain Accounting Software updates and installations as needed

21. Driving related to carrying out functions in the job description.

22. Assume responsibilities as assigned by the Executive Director
LOCATION:

Plymouth office 

MINIMUM QUALIFICATIONS:

Experience working in a non-profit finance environment required. Associates degree in accounting preferred. Ideal candidate will have excellent analytical skill and a willingness to obtain an understanding of the agency’s contracts and budgets.  Knowledge of MIP Fund Accounting and knowledge of A-122 Non-profit guidelines and cost allocation plans a plus. 
REPORTING:

The Senior Accountant reports to the Executive Director.

CLASSIFICATION:

This is an hourly position.
Please e-mail cover letter, resume, and salary requirements to Judith Ellis at jellis@firststep-mi.org.
