
JOB DESCRIPTION 
 

 

 
The Accounting Clerk serves as a member of the finance and accounting team and is responsible for providing 
accounting and clerical support for the Controller. 
 
 

CORE JOB RESPONSIBILITIES: 
 Review requisitions, verify pricing and issue Purchase Orders and maintain PO Log. 
 Check, verify and process invoices 
 Sort, code, and enter accounts payable data into accounting system 
 Prepare check payments for signature  
 Analyze discrepancies and unpaid invoices 
 Maintain vendor files 
 Perform all necessary vendor account and other reconciliations. 
 Receive and record daily cash receipts 
 Prepare and coordinate bank deposits 
 Review payment remittance and enter payments to patient accounts 
 Track and audit petty cash 
 Assist with employees’ expense reports 
 Perform filing and general administrative tasks 
 Liaise with other departments/customers /vendors   
 Other duties as assigned. 

 
 

SUPPORTING JOB RESPONSIBILITIES: 
 

 Attend workshops, training, and meetings as needed, and as requested. 
 

COMPETENCIES: 
 
Accountability:  Takes ownership for delivering on commitments; owns mistakes and uses them as opportunities 
for learning and development; openly discusses his/her actions and their consequences both good and bad; has 
an ability to identify strengths and developmental opportunities and leverages insight to make adjustments to 
improve their effectiveness; courage to have the difficult conversation. 
 
Communicating Effectively:  Shares information.  Listens and involves others. Clearly conveys ideas in a manner 
that engages others and helps them understand and retain the message. 
 

POSITION TITLE: Accounting Clerk  

DEPARTMENT: Finance  

REPORTS TO: Controller 

Date Created 7/1/2020 Date 
Revised:  

POSITION SUMMARY: 



Decision Making/Judgment:   Approaches problems and decisions methodically and objectively; involves others 
as needed; uses sound judgment in making decisions and understanding the impact to themselves, customers, 
their team, and the organization; conducts the appropriate analysis to identify the symptoms and root cause of 
issues; makes timely decisions. 
 
Results Orientation:  Is focused on outcomes and accomplishments; follows through on commitments; can be 
counted upon to successfully execute on goals; motivated by achievement and a need for closure; has an 
attention to detail and is both efficient and effective in achieving a high level of measureable outcomes; persists 
in achieving goals despite obstacles.  
 
Supporting the Mission :  Actively supports SFCHC’s mission and values; uses individual skills to add value to the 
mission of “providing high-quality state-of-the-art health care services, as well as prevention and education 
services in a supportive atmosphere to every person, particularly the most vulnerable of the San Fernando Valley, 
regardless of religion, race, age, sex, or personal income.”; aligns actions around organizational goals; gives 
priority to organizational mission and value when making decisions. 
 

QUALIFICATIONS: 
 
Required education, experience, training 

 Associate degree or equivalent collage hours (60). 
 1-3 years’ experience in an office setting. 
 Microsoft Windows, Office (including Word and Excel), Adobe PDF. 
 Knowledge of generally accepted accounting principles and procedures 

  
PHYSICAL, SENSORY, ENVIRONMENTAL QUALIFICATIONS: 

In a typical day, this job involves the activities listed below.  Indicate the frequency of performance of each 
activity by placing a check mark () in the appropriate column. 
 
     R = rarely  (less than 0.5 hour per day) 
     O = occasionally (0.5 to 2.5 hours per day) 
     F = frequently (2.5 to 5.5 hours per day) 
     C = continually (5.5 to 8 hours per day) 
     NA = not applicable 
Describe any job duty which requires repetition or a unique application of the activity. 
 

Physical Activity R O F C NA 
Sitting    X  
Stationary standing x     
Walking  X    
Ability to be mobile x     
Crouching (bend at knee) X     
Kneeling/crawling X     
Stooping (bend at waist) X     
Twisting (knees/waist/neck) x     
Turning/Pivoting  X    
Climbing X     
Balancing x     
Reaching overhead x     



Reaching extension  X    
Grasping x     
Pinching x     
Pushing/Pulling:               x     
            Typical weight:     
  Circle the appropriate weight in 
pounds  
     1-10     11-20     21-30      31-40   
     41-60    61-80    81-100    >100   

     

            Maximum weight: 
  Underline the appropriate weight in 
pounds  
     1-10     11-20     21-30      31-40   
     41-60    61-80    81-100    >100 

     

Lifting/Carrying:  X    
          Typical weight:     
  Underline the appropriate weight in 
pounds  
     1-10     11-20     21-30      31-40 
     41-60    61-80    81-100    >100            

     

         Maximum weight: 
  Underline the appropriate weight in 
pounds  
     1-10     11-20     21-30      31-40   
     41-60    61-80    81-100    >100 

     

Sensory Activities R O F C NA 
Talking in person    X  
Talking on telephone   X   
Hearing in person    X  
Hearing on telephone   X   
Vision for close work    X  
Environmental Factors 
Safety requirement: none 
 

Exposures: none 
      
  

 
  



 

EQUAL EMPLOYMENT OPPORTUNITY STATEMENT: 
 
San Fernando Community Health Center provides equal employment opportunities (EEO) to all employees and 
applicants for employment without regard to race, color, religion, gender, sexual orientation, national origin, 
age, disability, marital status, amnesty, or status as a covered veteran in accordance with applicable federal, 
state and local laws. San Fernando Community Health Center complies with applicable state and local laws 
governing non-discrimination in employment in every location in which the organization has facilities. This policy 
applies to all terms and conditions of employment, including, but not limited to, hiring, placement, promotion, 
termination, layoff, recall, transfer, leaves of absence, compensation, and training. 
 
The undersigned have read this job description and agree that it defines the position as it currently exists.  The 
undersigned also understand that the above is intended to describe the general content of and requirements for 
this job.  It is not to be considered as an exhaustive statement of duties, responsibilities, or requirements and 
does not limit the assignment of additional duties at the discretion of the supervisor. 
 

Date:    

Employee 
Name:  Employee 

Signature:  

Supervisor 
Name:  Supervisor 

Signature:  

 


