Catholic Community Foundation of Santa Clara County

Job Description – Staff Accountant

Required:

· BA in Accounting, Finance, or equivalent.
· CPA preferred
· At least five years of experience in general ledger accounting, preferably with a mid- to large-sized company with well-established policies and procedures.  Fund accounting experience desired.
Key proficiencies:
· High proficiency with Microsoft Excel and Word and at least moderate proficiency with Microsoft Power Point.

· Excellent verbal, written, and listening communication skills.

· Results oriented (has track record for delivering results, takes ownership, and has accountability).

· Continuous improvement.
· Ability to work in fast-paced, self-directed entrepreneurial environment.
· Ability to handle conflict and deal with time constraints.
· Ability to multi-task activities with shifting priorities.
· High proficiency with time management, organization, and prioritization.
· Ability to be a team player and work in a demanding environment.

· Flexibility with the scope of job requirements.

· Ability to work on cross-functional teams promoting an environment of open communication and continuous improvement.

· Flexibility in a changing and growing organization
· Knowledge of Financial Edge software a plus
POSITION:

The Staff Accountant will report directly to the Executive Director and will be responsible for the integrity of financial statements through a periodic and systematic review and analysis of the general ledger.  Major responsibilities will include, but not be limited to, the integrity and timely publication of monthly financial statements in compliance with GAAP and company policies, and the development and adherence to internal control structures.  
DUTIES AND RESPONSIBILITIES:

· Timely and accurate completion of the quarter-end close process

· Preparation and keying in of journal entries

· Preparation of periodic financial statements and other financial reports, including investment accounting and all fund accounting
· Analysis of financial and operational data for reporting to senior management

· Reconciliation of general ledger accounts

· Management of fixed assets including capital expenditure requests, CIP tracking, capitalization, fixed asset tagging, disposals, and impairments

· Management of payroll-related processes, including determination of payroll non-exempt hours, bonus accruals and payouts, and payroll register review

· Coordination of and preparation for external audit
· Development, together with Business Analyst and Executive Director, of appropriate internal controls

· Performance of ad hoc assignments as required

