Staff Accountant
Hours:

Full time, nonexempt position 

Hourly Rate
:
$16.82 - $19.23
Location:

Kansas City, MO

This position is responsible for the accrual of all Agency and Foundation revenue on a monthly basis for approximately 50 programs and 80 funding sources.   The Cash Receipt, Revenue Specialist is responsible for depositing and accurately recording cash receipts on a daily basis.  This position will monitor accounts receivable to maintain receivables that are not more than 60 days delinquent without cause.  Continuously search for and implement process improvements.

ESSENTIAL DUTIES, RESPONSIBILITIES AND DESIRED CHARACTERISTICS: 
Revenue Accounting

· Assure all revenue including grant, investment income, contributions are properly recorded on a timely basis to the appropriate dimensions

Cash Receipts

· Deposit cash receipts, daily to Agency, Foundation, and Bishop Boland Housing Institute

· Code and record deposits daily into the general ledgers

· Pull lockbox and wire information from banking website to record daily

Accounts Receivable

· Monitor all agency accounts receivables

· Record approved write-offs

· Audit receivables for timely receipt, follow-up and resolve over-due receivables, initiate write-offs if needed

Invoicing

· Process senior care services payroll for billing purposes; prepare invoices 

· Invoice HUD clients for their portion of rent including applying late charges

General Accounting

· Reconcile cash flow spreadsheet to the general ledger daily

· Verify cash coming into petty cash

· Assist in preparation of audit worksheets as necessary

· Serve as backup to grant accountant in billing grants

· Perform other accounting duties as assigned by the Accounting Manager.

Other

· Complete other assigned duties/areas of responsibility as needed by the Chief Financial Officer

MINIMUM EDUCATION and/or EXPERIENCE: 
· Bachelor degree in accounting with one year of experience 

· Committed to practice good organizational habits and be able to produce timely and accurate data in a fast-paced environment, consistently.

· Must be a self-starter and take initiative

· Must possess extensive computer skills using Microsoft Office products particularly Excel and Word, experience with Microsoft Navision a plus

· Professional demeanor and communication skills are required.

FOREIGN LANGUAGE REQUIREMENT: N/Cash A

MINIMUM CERTIFICATES, PROFESSIONAL LICENSES, REGISTRATIONS: 
MINIMUM TRAVEL REQUIREMENTS: Throughout the Kansas City-St. Joseph Diocese.
IS EMPLOYEE REQUIRED TO TRANSPORT CLIENT IN EMPLOYEE’S CAR?




YES        
NO__X ___

Please send cover letter and resume to: hr@ccharities.com, place Staff Accountant in the subject line of your email.
