JOB DESCRIPTION

Titlee Accounting Systems Specialist

Job Summary: The Accounting Systems Specialist position inesldetailed recording and analysis of
financial data on assigned projects and the rewiefmancial records of projects assigned to ofirance staff.
Includes responsibility of purchasing proceduresafgency and assisting Financial Operations Spstcal
maintaining and training staff on the accountinfivgare.

Job State: Central Office Accounting Department

Supervised By: Financial Operations Supervisor

Supervises. None

M ajor Duties and Responsibilities:

1. Know and adhere to agency and all funding sourgelations and procedures that pertain to the fiignc
and property operations of programs.

2. For assigned projects:
a. Record all receipts and disbursements.
Assign general ledger account code to all transasti
Maintain files for supporting documentation.
Maintain computerized general ledger accounts.
Assist in preparation of required financial regortArea Board and funding source.
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Assist in the preparation of records and matef@lgrogram audits.
Prepare data for budget reviews.
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Review cash receipts, disbursements, and recordeaodcile bank statements of projects for
which Account Clerks have primary responsibility.

i. Maintain current vendor files, including 1099s.

J. Process purchase requisitions making sure fundsvaitable in line-item budgets.
3. Write and update procurement procedure on ann# bacording to funding source guidelines.
4. Responsible for implementation of the purchasinigci@s and procedures used within agency.

5. Analyze fiscal records; balance sheets, and experdito insure costs are reasonable, necessary and
allowable.

6. Assist and train other staff in following the aggisgrocurement policies and procedures.

7. Maintain computerized inventory according to furgdgource guidelines including capitalization ofefix
assets.

8. Assist in development of budgets for proposals@rtiuct periodic budget reviews in coordinationhwit
project directors.

9. Assist with financial technical assistance to pcogirectors, and /or policy councils.
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10. Assist in providing ongoing training and supporbtith current and new employees.

11.Keep apprised of changes, updates, and new versi@ege software. Assist IT department with
implementation of software updates.

12.Responsible for generating general ledgers, repdreck runs, etc. from accounting system. Resplens
for technical support/problem solving with Finan&perations Supervisor.

13.Responsible for the entry of purchase order retijoins.

14.Process all W-2's and 1099 records for year-enanssgion.

15. Assist and train staff in budget entry for programs

16. Assist in maintaining backup and backup procedlogs/of accounting system.
17.Maintain contract and bid files.

18. Post transactions.

19. Attend trainings as requested.

20.Perform other duties as assigned.

K nowledge, Skills, and Abilities:

1. Be aware of and comply with all policies and praged of CMCA, upholding organization values and
client confidentiality.

Ability to understand the vision and values of CM@#Ad to implement the mission, purpose, and goals.
Ability to handle program and client informationarconfidential manner.

Knowledge and respect for diverse cultures/lifestydnd problems of poverty in the community.

Ability to analyze and interpret fiscal procedusesl operations.

Ability to read and understand computerized acdogriedgers.
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Ability to effectively operate 10 key calculatograputers, fax machines, copy machines, scannets, an
understand use of agency software.

8. Knowledge of accounting and the ability to applykiedge to the day-to-day routine of the finance
department.

9. Knowledge of the Privacy Act and ConfidentialityviLavith the ability to keep agency and participant
records confidential and secure.

10.Knowledge of purchasing and inventory procedurekamlity to apply procedures on a daily basis.
11. Ability to do paperwork accurately and completely.
12. Knowledge of networked computer software with actmg software applications.

13.Knowledge in multiple agency’s software applicaipimcluded but not limited to Windows XP and
Office Professional 2007 (Word, Excel & Access) Hma

14. Ability to successfully communicate with the pubiicperson and on the phone.

15. Ability to follow written and verbal instructions.

16. Ability to work effectively with staff and organizene and work priorities effectively.
17.Good grasp of the English Language (spelling, puattdn and grammar).
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18. Ability to attend worksite regularly to perform essial job functions, duties and responsibilities.

Qualifications Requir ed:

1. BS or BA a major in accounting or other relatechare

Two years of accounting experience which includesntory, property, and purchasing experience.
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2. Advanced level and knowledge of Microsoft OfficedZ0
3. Ability to accurately type 50 words per minute.
4

. Must have a valid Missouri Driver’s License and triugve daily access to a reliable and licensed

automobile.

5. Residence in eight county area preferred.

SALARY RANGE: VI EXEMPT

Approval

Initials Date

EQUAL OPPORTUNITY EMPLOYER Executive Director

Employee Signature Employee Printed Name te Da
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