Thrive Upstate

	Job Title:
	Accounting Assistant
	Department:
	Finance

	Reports To:
	Finance Director
	Location:
	Patrick Center

	FLSA Classification:
	 FORMCHECKBOX 
  Exempt   FORMCHECKBOX 
  Non-Exempt
	Status:
	 FORMCHECKBOX 
  FT        FORMCHECKBOX 
  PT

	Revision Date:
	08.08.2022
	Wage Classification
	


	Position Summary


Under the supervision of the Finance Director, supports the Finance Department by performing duties related to the day to day functions.
	Position Responsibilities


· Reconcile monthly bank statements for SLP checkbooks 
· Audit Residential money boxes
· Monitor agency budgets for programs
· Issue purchase orders upon receiving approved requisitions
· Issue annual blanket purchase orders

· Responsible for following procurement policy
· Responsible for going out for bids on purchases over $25K

· Manage company purchase cards
· Set up vendors for Accounts Payable Specialist
· Assist with monthly journal entries 
· Reconcile GL accounts
· Enter in daily deposits for Operating account

· Assist with Annual Budgets

· Participate in annual audits
· Support duties related to Accounts Payable and Accounts Receivable

· Clean Finance restrooms on a rotational basis along with other staff

· Other duties as assigned
	Essential Skills and Experience


· Associate Degree in Business, Accounting or related field
· 3-5 years’ experience in basic bookkeeping procedures
· Ability to work closely and deal professionally with other employees

· Ability to follow instructions and work without direct supervision

· Ability to prepare reports and documents in an accurate and timely manner

· Willingness to accept responsibility

· Ability to organize work logically and schedule duties appropriately

· Good communication and writing skills

· Attention to detail

· Experience with network computer and printers, facsimile machine, copier, postage machine, ten-key calculator and office telephone

· Proficient in MS Excel and MS Word.

	Mental & Physical Demands- ADA Guidelines

	Physical Demands
	C
	F
	O
	N/A
	Lifting Requirements
	C
	F
	O
	N/A

	Stand
	
	
	
	X
	10 pounds or less
	
	X
	
	

	Walk
	
	
	X
	
	11 to 20 pounds
	
	
	X
	

	Sit
	X
	
	
	
	21 to 50 pounds
	
	
	
	X

	Physical Demands
	C
	F
	O
	N/A
	51 to 100 pounds
	
	
	
	X

	Handling 
	X
	
	
	
	> than 100 pounds
	
	
	
	X

	Reach Outward
	
	
	X
	
	Pushing & Pulling Requirements
	C
	F
	O
	N/A

	Reach Above Shoulder
	
	
	X
	
	12 pounds or less
	
	X
	
	

	Climb
	
	
	
	X
	13 to 25 pounds
	
	
	X
	

	Crawl
	
	
	
	X
	26 to 40 pounds
	
	
	
	X

	Squat or Kneel
	
	
	
	X
	41 to 100 pounds
	
	
	
	X

	Bend
	
	
	X
	
	> than 100 pounds
	
	
	
	X

	Other:
	
	
	
	
	Other: 
	
	
	
	

	Definitions

	C
	Constantly
	Occupation requires this activity more than 66% of the time (5.5+ hrs/day)

	F
	Frequently
	Occupation requires this activity from 33% - 66% of the time (2.5 - 5.5+ hrs/day)

	O
	Occasionally
	Occupation requires this activity up to 33% of the time (0 - 2.5+ hrs/day)

	N/A   
	Not Applicable
	Activity is not applicable to this occupation


Thrive Upstate is an Equal Opportunity / Affirmative Action Employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, national origin, disability or protected Veteran status.
The Company has reviewed this job description to ensure that essential functions and basic duties have been included. It is intended to provide guidelines for job expectations and the employee's ability to perform the position described. It is not intended to be construed as an exhaustive list of all functions, responsibilities, skills and abilities. Additional functions and requirements may be assigned by supervisors as deemed appropriate. This document does not represent an expressed or implied contract of employment nor does it alter your at-will employment, and the Company reserves the right to change this job description and/or assign tasks for the employee to perform, as the Company may deem appropriate.

	
	
	

	Employee Name Printed
	Employee Signature
	Date Signed

	
	
	

	Manager/Supervisor Name Printed
	Manager/Supervisor Signature
	Date Signed



THIS DOCUMENT DOES NOT CREATE AN EXPRESSED OR IMPLIED CONTRACT OF EMPLOYMENT OR ALTER YOUR AT-WILL EMPLOYMENT

