POSITION DESCRIPTION

	Position:
	Accounting Assistant
	
	Reports to:
	Director of Finance & Operations

	
	(Title)
	
	
	(Title)


	SUMMARY:

	Under direction of the Director of Finance and/or Accounting Manager, computes, inputs, classifies, records, and verifies numerical data for use in maintaining accounting and payroll records and does related work as required.


	ESSENTIAL FUNCTIONS:

	Accounting Duties:

· Compiles and sort’s documents, such as invoices and purchase requisition and/or purchase orders, substantiating business transactions.

· Verifies and post details of business transactions, such as funds received and disbursed
· Addresses and resolves vendor and purchasing agent issues 
· Prepares vouchers, invoices, checks, and other records, and reviews for accuracy.                                                      

· Extracts general ledger information.                                                                                                 

· Monitors accounts payable and receivable to ensure that payments are up to date.                        

· Reconciles report discrepancies and problems as directed. 

· Codes data for input to financial data processing system according to company procedures.
Payroll Duties

· Compiles payroll data such as hours worked, taxes, and insurance to be withheld, and employee identification number, from time sheets and other records.

· Prepares and inputs timesheets for payroll processing.
· Reviews wages computed and corrects errors to ensure accuracy of payroll.
· Records changes affecting net wages such as exemptions, insurance coverage, and loan payments for each employee to update master payroll records.  
· Processing payroll checks, vouchers and automatic deposits




	POSITION SPECIFICATIONS:

	Lake Family Resource Center is a non-profit corporation that receives its funding from various funding sources.  To that end, we use a computerized fund accounting system.  Experience with fund and/or cost accounting is desired.  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative, of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
Education/Experience

· Associate’s degree (A.A.) or equivalent from two-year college or technical school; or a minimum of two years related experience and/or training; or equivalent combination of education and experience is preferred.

Language Ability

· Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and respond to questions from groups of mangers, clients, customers, and the general public.

Math Ability

· Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume.  Ability to apply concepts of basic algebra and geometry.
Reasoning Ability

· Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.  Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

Computer Skills

· Word processing, Spreadsheets, Accounting software, General Ledger, Payroll, Accounts Receivable, Accounts Payable, Database software.

Supervisory Responsibilities

· This job has no supervisory responsibilities.

Physical Demands

· The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable, accommodations may be made to enable individuals with disabilities to perform the essential functions.

· While performing the duties of this job the employee is regularly required to sit; use hands to finger, handle, or feel and talk or hear.   The employee is frequently required to reach with hands and arms.  The employee is occasionally required to stand and walk.  The employee is occasionally required to lift up to 10 pound and up to 25 pounds.  The vision requirements include; close vision.

Salary Range: $13 - $15 DOE
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