THE SALVATION ARMY – ALASKA DIVISION

JOB DESCRIPTION

STAFF ACCOUNTANT – REVOLVING FUND

DEPARTMENT:     FINANCE

SUPERVISOR:        CONTROLLER

STARTING SALARY: DOE
GENERAL STATEMENT: The Salvation Army is a branch of the Christian Church and the ultimate goal 

                                                 of all programs is a spiritual regeneration of all people.

COMPUTER/SOFTWARE USED: Microsoft Windows, Great Plains Accounting, and Microsoft 

                                                              Professional Office Suite (Excel and Word)

QUALIFICATIONS:

· Education/Experience: 
Preferred: Bachelors degree in Accounting, three years of professional accounting experience and non profit fund accounting. Additional experience may be substituted for education on a two for one basis. Demonstrated ability may be substituted for education.
· Required Skills: 

· Accounting: Thorough understanding of accounting theory including the ability to reconcile accounts and prepare financial statements.

· Computer: The ability to operate in a computer environment in an efficient manner.

· Office: The ability to operate standard office equipment including calculators, copiers, telephones, etc.

· Organization: The ability to address multiple projects in a time sensitive manner.  The ability to organize departmental records in a manner so that they can be easily retrieved.

· Professional: The ability to present oneself in a positive and professional manner to coworkers, supervisors and others, and maintain confidentiality in all business issues.

· Personal: The ability to train staff, including setting clear, measurable performance standards and providing timely feedback. The ability to interact with both co-workers and management in a positive manner.  

· Communication: The ability to communicate clearly in both oral and written communications is essential to this position. 

· Must be able to work in the deadline driven envorolent.

· Physical: Ability to lift twenty-five pounds handling documentation and records.

SUMMARY OF RESPONSIBILITIES

The Staff Accountant has overall responsibility for the accounting functions of  The Salvation Army  Revolving Fund in the Alaska Division. The Staff Accountant will be responsible for the preparation and submission of some financial reports required by The Salvation Army in accordance with established policies and procedures and to keep management informed of the current financial position of the operations. In addition, the Staff Accountant will be responsible for the timely distribution of financial data to all DHQ Officers. 

DEFINITION OF RESPONSIBILITIES

The Staff Accountant’s responsibilities include but are not limited to the following:

· Assist Controller in preparation of the Division month end financial reports. Distribute the monthly financial reports to Officers by the third week following month end.

· Maintenance of the general ledger to include responsibility for month end reconciliation’s, analysis, closings and journal entries.  Prepare general ledger entries supported by adequate documentation.

· Responsible for assisting controller and Divisional Finance Diretor with the development of the annual DHQ budgets.  

· Assist with internal and external audits by preparing reconciliations and work papers supported by adequate documentation as requested.

· Responsible for reconciliation of bank statement and maintaining fixed assets.

· Organize the daily activities to accomplish the above tasks. 

· Assist Program and Corps Supervisor’s in the end of the month elimination process. 

· Responsible for fulfilling the duties of Payroll, A/R and A/P, A/R during vacations and vacancies.

· Responsible for working closely with the Controller and Divisional Finance Director and Officers in matters pertaining to the revolving fund function.  Respond to inquires from officers relating to the revolving fund accounting.

· Responsible for reconciliation of balance sheet accounts.

· Provide for the proper storage and retention of records as required by Salvation Army policy.

· Responsible to fulfill other duties as may be requested by management.

