
 

 

 
 

JR. ACCOUNTANT (PART-TIME) 
JOB DESCRIPTION 

 

Title Jr. Accountant 

Department(s) Administration 

Reports to CFO 

FLSA Status Non-Exempt 

 
 
Summary 

Position requires sound knowledge of Generally Accepted Accounting Principles (GAAP) 
particularly as they relate to non-profits, financial statement preparation, creating/uploading 
journal entries, coordinating the distribution of routine financial reports, maintaining/updating 
monthly accounting schedules, preparation of GL, account reconciliations, preparation of 
schedules relating to audits, period closings, and internal reporting. 

Responsibilities 

1. Develop analytical processes and reporting to provide feedback to leadership on key 
indicators and metrics.  

2. Develop and prepare financial statements and related reporting.  
3. Develop and prepare budgets and explain variances for fiscal financial reporting, grant 

reporting and other financial reporting functions.  
4. General Ledger journal entry preparation and account analysis systems such as 

Accounts Receivable, Accounts Payable, Payroll, etc.  
5. Understand and perform complex accounting and financial analysis of accounting for 

grant funding and other forms of revenue, expense and net assets.  
6. Review and approve supporting financial documents and functions related to monthly 

financial statement presentation for accuracy.  
7. Perform complex financial information systems setup and operation in order to maintain 

financial reporting in accordance with accounting guidelines.  
8. Compile material for required audits and correspond with auditors to ensure successful 

completion of audit.  

Skills and Qualifications 

1. Proven working experience as Jr. Accountant. 
2. Advanced computer skills on MS Office, accounting software and databases. 
3. Knowledge of Abila MIP Fund Accounting Software. 
4. Proven knowledge of bookkeeping and accounting principles, practices, standards, laws 

and regulations.  
5. High attention to detail and accuracy. 

Education & Experience 

1. Bachelors degree in Accounting or Business Administration with an Accounting focus or 
equivalent work experience. 

2. Solid understanding of accounting and billing. 



 

 

Special Requirements 

Willingness to: Employee may be required to work occasional weekends (Saturdays) as 
needed. 

Working Conditions 

The physical demands described here are representative of those required for the position. 
Position requires sitting, walking, standing, bending, and twisting in the performance of daily 
activities. The position requires hand manipulation and repetitive hand movement and fine 
coordination in using a computer keyboard. The position requires near and far vision in reading 
reports and use of a computer. Acute hearing is required in supporting meetings and providing 
phone and in‐person customer service. The position occasionally requires lifting and/or moving 
objects up to 20 pounds. CMWC will make reasonable accommodation of the known physical or 
mental limitations of a qualified applicant with a disability upon request. 
 
COVID-19 considerations: 
To protect patients and staff, safety precautions have been put in place. We have created an 
environment which respects and provides proper implementation of Social Distancing we 
provide PPE for all staff. 

We are requiring all staff to be fully vaccinated. 

Confidential and Sensitive Information 

1. Ability to maintain confidential and sensitive information. 
2. Comply with HIPAA regulations. 

Acknowledgement  

This job description sets forth the authorities and responsibilities of this position and may be 
changed from time to time as shall be determined.  
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