DOWN EAST PARTNERSHIP FOR CHILDREN

POSITION:


Accounting Specialist
REPORTS TO:

Accounting Coordinator
CLASSIFICATION:

Non-Exempt
HOURS PER WEEK:
40 Hours
DATE:


________________________________________
APPROVED:


________________________________________








Executive Director

PRIMARY PURPOSE:

This position is responsible for preparing and entering accounts payable invoices, maintaining office equipment, supply rooms, assistance with fixed assets and support to Operations. 
ABILITIES NEEDED:

· Strong analytical skills

· Excellent problem solving skills

· Excellent organizational skills

· Excellent written and oral communications skills

· To work independently

· To be a part of a team

· To manage multiple tasks and accounting processes
WORK EXPERIENCE REQUIREMENTS:

· Three (3) years accounting experience, preferably with two years in nonprofit environment 

· Superior computer skills

· Valid Driver’s License

ESSENTIAL RESPONSIBILITIES
· Accounts Payable:
· Maintains open PO listing

· Collects packing slips and reconciles with purchase orders and invoices 
· Inputs accounts payable invoices
· Serves as backup for printing accounts payable checks

· Maintains hold checks, gift card and logs
· Utilize transactions and activities sections of the MIP Accounting System

· Equipment & Supplies:

· Provide fax, copier and postage training to staff

· Maintains fax, copier and postage equipment to include troubleshooting and contacting vendors as needed 

· Checks out computer equipment to staff, maintains updates and charges equipment
· Maintains 2nd & 3rd floor supply rooms

· Orders all office supplies

· Financial Reporting:

· Records postage & copier readings for cost allocation entries.
· Provides monthly vendor payment listing for Contract Services Agreements for the Contracts Specialist.

· Assists with copying financial report documentation and budget reports
· Prepare journal entries as needed
· Compliance:

· Reviews Suspension of Funding List to ensure that payments are not made to grantees on that list, notifies the grantee and assists as needed. 

· Periodically reviews all stated accounting procedures and related files to insure compliance with the standards set by the State Auditors Office.

· Assist with updates to the DEPC Accounting Policies and Procedure manual.
· Assists the Controller and Accounting Coordinator to prepare and provide information as requested for funders monitoring DEPC or audits.

· Fixed Assets:

· Assists with the annual physical inventory of Fixed Assets 

· Assists with equipment disposal process

· Organizational Development:

· Provide direction and/or support to special projects involving operating cost containment, and review of technical innovations meriting possible adoption by the agency.
· Other

· Provides backup support to Front Desk

· Attend Operation team meeting, DEPC staff meetings and retreats which may include an out of town retreat.

· Any other activities as requested by the Accounting Coordinator and Controller
· Use of the MIP system in accordance with the rights authorized and approved by the Executive Director and the North Carolina Partnership for Children.

EDUCATION:

· AA in Accounting preferred or equivalent combined related experience and education

PHYSICAL REQUIREMENTS:

· While performing this job the employee is:

· Frequently required to sit; use hands to finger, handle or feel objects, tools or controls; reach with hands or arms; and talk or hear

· Periodically required to stand; walk, stoop, kneel

· Occasionally required to lift up to 25 pounds

· Specific vision abilities required by this job include:  close vision and the ability to adjust focus to operate the computer

· The position also requires the ability to periodically work under time pressure
