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Job Description 

Job Title:    Accounting Clerk 
Reports To:  Director of Finance 
FLSA Status:  Nonexempt: Full-Time, Hourly 
 
 
The Accounting Clerk provides support for the Finance, Human Resources and Facilities 
departments, effectively prioritizing and executing assigned tasks based on the needs of 
each area. Responsibilities include processing business transactions, keeping records 
updated, and preparing various reports. 
 
Essential Duties and Responsibilities (Note: Other duties may be assigned) 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
Accounts Receivable 

 Reconciles and verifies accuracy of all cash receipts.  Researches and resolves 
discrepancies, recommending resolutions for problem areas. 

 Posts all cash receipts to the proper customer, invoices, and accounts. 
 Prepares daily cash receipts log and records corresponding general ledger entries. 
 Prepares daily bank deposits. 

 
Accounts Payable 

 Reviews vendor invoices for accuracy and processes payment on a routine 
schedule. 

 Reconciles credit card statements. 
 Completes credit applications as needed. 
 Processes vendor payments paid electronically. 
 Processes annual IRS Form 1099 for all appropriate vendors. 

 
Monthly/Yearly Closing 

 Prepares various monthly journal entries. 
 Completes various account reconciliations relating to the bank account, accounts 

receivables, and liability accounts. 
 Completes and files paperwork to renew various permits and licenses. 
 Annually compiles 403(b) census report for third-party administrator. 

 
Human Resources 

 Serves as a back-up for payroll processing on a quarterly basis or as needed. 
 Assists with new hire orientation and onboarding new team members. 
 Assists with planning, coordination, and execution of team activities in partnership 

with the HR team. 
 Recommends updates to the employee handbook. 
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Job Description 

 
Facilities 

 Maintains all facilities files, including contracts, permits, agreements, 
correspondence, and certificates of insurance. 

 Works with vendors and/or sub-contractors to start/stop service on a seasonal basis, 
initiate work or follow-up as needed. 

 Applies for rebates as they become available on a routine basis. 
 Updates and maintains MSDS manuals. 

 
Other 

 Sorts incoming mail and forwards to appropriate staff on a daily basis. 
 Orders office supplies company wide by negotiating prices with outside vendors. 
 Prepares recurring and periodic reports for leadership as needed. 
 Recommends updates to accounting policies and procedures and assists with the 

documentation and communication of said policies. 
 
 
Knowledge, Skills and Abilities 
The requirements listed below are representative of the knowledge, skills, and/or abilities required to 
perform each essential duty satisfactorily. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 

 Professional 
 Excellent interpersonal, written, and verbal communication skills 
 Proactive, adaptable with the ability to work under pressure to meet deadlines in a 

fast-paced environment 
 Strong team player who works well with others to achieve optimal results 
 Highly resourceful with the ability to also be extremely effective independently 
 Demonstrated communication and organizational skills 
 Ability to maintain the confidentiality of sensitive and confidential information 
 Demonstrated ability to effectively manage changing priorities and multiple job 

functions 
 Strategic thinker with an ability to analyze information and to evaluate the 

implications of a course of action or strategy 
 Financial management 
 Strong attention to detail 
 Strong work ethic 
 Strong computer skills; including typing and ten-key 
 Microsoft Office and Excel proficiency are essential 
 Ability to perform and prioritize multiple tasks seamlessly 
 Ability to build relationships with team 
 Actively seeks opportunities and proposes solutions 
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Job Description 

Education and/Or Experience 
Bachelor’s degree and three to five years of related experience in Finance or Accounting 
 
Environment and Physical Demands 
The physical demands described here are representative of those an individual must meet to 
successfully perform the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 

 Office environment 
 Utilizing an office desk – sitting, reading, listening or speaking with the ability to move 

intermittently throughout the day 
 Constant walking and standing; frequent bending, stooping and reaching 
 Occasionally lift up to 25 lbs. with the ability to push or pull more than 25 lbs. 
 Ability to work in a fast paced environment 
 Strong sensory skills, such as good eyesight, good hearing, and dexterity 
 Ability to operate office equipment, including computers, copiers, fax machines, and 

phones 
 

 
Other Requirements 
Position may require overtime including limited evening hours. 
 
Responsibilities are subject to change and increase as the position evolves. 
 
 


