
JOB ANNOUNCEMENTPRIVATE 

	NOTICE:  This job description is provided as a general summary of common job duties performed by individuals assigned this job title.  It is not all-inclusive, nor is it intended to create a contract, written or implied, between employees and Catholic Charities, nor does it in any way alter the employment-at-will relationship that exists between employees and Catholic Charities.  As a condition of employment, all agency employees are expected to perform job duties assigned by agency management even when such duties are not included in their job description.


JOB TITLE:


Accounts Payable and Payroll Specialist
REPORTS TO:


Accounting Supervisor
EMPLOYMENT STATUS:

Non-exempt

TIME COMMITMENT:

Full-time, 40 hours per week

STARTING SALARY:         

$18.36 to $19.23
Position Summary

The Accounts Payable and Payroll Specialist processes all the components of  weekly accounts payable, including purchase order processing and accounting, semi-monthly payroll, daily cash receipts and accounts receivable, and provides accounting assistance for all other functions of the department.
Essential Functions
Accounts Payable and Purchase Orders:

1. Acts as primary Accounts Payable contact for vendors, management and program directors, and maintains vendor records in the accounting system.

2. Processes agency purchase orders and maintains records of receipt of goods and services.

3. Reviews for correctness and processes check requests and invoices.
4. Prepares and mails signed checks.

5. Provides monthly accounts payable reports and other information needed for filing of grants claims and for analysis of agency and program expenses.

6. Maintains vendor information and prepares annual 1099’s.

Payroll:
1. Processes semi-monthly payroll for approximately 80 employees, including employees with multiple program distributions. 
2. Responsible for the maintenance of timesheet documentation and payroll payment records that meet requirements of federal and other funders.

3. Monitors employee payroll input for proper allocation of time.  Coordinates with Grant Accountant in coding employee time to meet grant budgetary and other grant compliance requirements.

4. Prepares, reconciles and distributes recurring payroll reports including vacation, pension and insurance accruals.

5. Prepares journal entries for each payroll to post the required transactions to the general ledger.

6. Maintains all payroll files, including electronic and hard copy storage.
7. Provides the documentation required for the reconciliation of the payroll bank account.

8. Acts as liaison to the payroll system outsource (currently IBS) in maintaining software updates for payroll and tax reporting. 
Cash Management

1. Processes incoming cash receipts for Catholic Charities programs.

2. Verifies deposits to deposit summary sheets logs.

3. Prepares deposits daily.

4. Maintains deposit accounting and banking records, both electronic and hard copy.
Accounts Receivable

1. Records accounts receivable transactions into the accounting system based on the monthly grant claims that are submitted.
2. Processes incoming cash receipts against the receivables.

Volunteer/In Kind Reports

1. Reviews monthly volunteer and in-kind reports for accuracy.

2. Maintains volunteer/in-kind report binders for audit.

3. Prepares monthly journal entries for in-kind services and other in-kind transactions.
General Requirements
1. Thorough familiarity with the policies and procedures guiding the work of the Accounts Payable and Payroll Specialist position, as well as the overall department.  Must maintain job performance that is consistent with these policies and procedures.

2. Responsible for maintaining current training and knowledge in the job functions, and in the agency’s accreditation standards and performance and quality improvement efforts.

3. Responsible for up-to-date cross-training and readiness to perform one or more of the other accounting functions not in the primary areas of responsibility of the Accounting and Payroll Specialist position.

Other Responsibilities
1. Perform other related duties as assigned by the Senior Accountant or Director of Accounting & Finance.

Agency Culture

The business and social environment we operate in has changed. What worked yesterday may not work today and will likely not work tomorrow. To thrive, we must incorporate new ways of thinking and embrace new practices. As part of our individual and agency cultural change process, it is critical that all employees of Catholic Charities aspire to the following:

· A commitment to the agency’s mission, vision, and values;

· A commitment to excellence in everything we do;

· A commitment to accreditation as well as performance and quality improvement; 

· A commitment to outcomes and measured results;

· A commitment to innovation and to what is possible. 

Education, Experience, and Skills Required
1. AA degree in Accounting or Business preferable, or some accounting/ bookkeeping skills, along with some college level accounting/business courses; and two years’ payroll processing experience.  Two-three years experience in non-profit fund accounting may substitute for a portion of the education requirements. 

2. Sage MIP accounting software experience preferred.

3. Skilled and experienced in general ledger, spreadsheet (Excel preferred) and word processing programs. Accurate 10-key by touch.

4. Ability to maintain all accounting files.
5. Requires prioritization of tasks to meet deadlines, good decision making and organization skills.

6. Cooperative, friendly, and helpful attitude with clients and co-workers.  Ability to work closely with other employees to ensure positive, constructive environment within the program or department, and throughout the agency.

7. Ability to thrive in a flexible, fast-paced and growth-oriented environment, while maintaining a sense of humor and a positive, solution-oriented approach. 

8. Passion and enthusiasm for the mission of CCDSR and its clients. 

9. Ability to work independently and in a team setting. 

Physical Requirements
1. Requires ability to sit up to 8 hours per day with intermittent occasional walking, standing, bending, and squatting.

2. Occasionally may be required to lift items up to 25 pounds to a height up to 3 feet.

3. Occasionally may be required to carry items up to 25 pounds for distances up to 500 feet.

___________________________________________________________________________________

Equal Opportunity Employer – M/F/D/V

For Application Visit our Website:

 www.srcharities.org
***NOTE: Completed agency application must accompany resume for consideration.

Filing Deadline: Until position is filled.
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