
STAFF ACCOUNTANT 

 

POSITION SUMMARY: 

The Staff Accountant plays a critical role in the daily operations of UCHC, reports directly to the 

Accounting Manager and is responsible for the day-to-day hands-on accounting functions for the 

agency. The Staff Accountant position entails a great deal of variety and requires the ability to stay 

organized and manage multiple tasks while keeping track of details. This is a 40 hour a week (1FTE) 

position that is normally situated at our Beverley 1 office in Montebello, CA . 

 

PRIMARY DUTIES AND RESPONSIBILITIES: 
Accounting/ Finance  

 Act as backup for the functions of the Payroll Administrator/Accountant, including the 

following duties 

o Prepare and oversee the processing of the biweekly payroll preparation, data entry, 

and check distribution 

o Assist with administration of grants (i.e. grants log, budgets, financial statements, and 

invoices).  Prepare monthly or as needed grant budget status updates 

o Acts as back up for the processing of the Accounts Receivables and Payables- 

including invoice and check generating, receipt posting, cost allocation, physical bank 

deposits.  Ensure proper allocations and approvals have occurred on transactions 

 Benefit analysis and reconciliations of staffing at least quarterly to ensure properly 

recognized and recorded 

 Set up new vendors in the accounting software system, maintain W-9 forms and keep track 

of them for all vendors 

 Prepare Monthly Bank Reconciliations for all accounts, and all general ledger reconciliations 

as directed by the Accounting Manager 

 Prepare all monthly journals including payroll, and several other standard journal entries and 

also year-end closing entries, ensuring proper backup is maintained which includes detailed 

supporting schedules and account analysis to ensure information is ready for year-end audit  

o Prepare and post the Medicaid, non-Medicaid and remote deposit data journal 

entries monthly 

 Track Medical payments and provide data to Billing department and AP Clerk for further 

analysis on a weekly basis 

 Assist the Accounting Manager in providing responses to external auditors to ensure 

successful audit results 

 Assist with implementing and maintaining internal financial policies and procedures 

 Preparation of other annual tax filings (1099s, Form 720, Statement of Information) 

 In conjunction with the CFO and Accounting Manager, assist with implementing and 

maintaining internal financial controls 

 Perform special projects or other duties as assigned 



 

 

MINIMUM POSITION REQUIREMENTS:  
EDUCATION, EXPERIENCE, KNOWLEDGE, SKILLS: 

Bachelor’s degree in Accounting 

Experience in non-profit accounting and grants management strongly preferred 

Strong working knowledge and experience with fund accounting software 

Experience and knowledge in processing full cycle accounting and the monthly and 

annual close process  

Experience preparing monthly financial statements 

Experience and knowledge in processing payroll through a 3rd party payroll platform 

Expert level skills with the MS Office suite and Google docs 

Ability to track detail and follow up to complete projects and transactions 

Able to multi-task in a dynamic fast-paced environment with minimal supervision 

Excellent verbal and written communication skills 

Excellent organization and time management skills 

SPECIAL SKILLS, EQUIPMENT:  
Automobile and Valid California driver’s license is required due to necessary work 
related travel (e.g. banking) 
Occasional travel to meetings, trainings & conferences 
 

PHYSICAL REQUIREMENTS:  
Ability to sit, stand, stoop, reach, lift (up to 20 pounds), bend, etc., hand and wrist 
dexterity to utilize computer 
Vision and hearing required to use computer and to attend teleconferences and 
communicate with employees and vendors 

 
SALARY/BENEFITS 
Salary commensurate with experience 
Non-exempt position 
Generous Health, vision, dental and retirement benefits as outlined in the benefits summary 
Paid holidays, paid-time-off (PTO), and long-term sick leave as outlined in the benefits 
summary 

 


