Position:
Staff Accountant 

Summary Description:  This position reports to the Senior Accountant is directly responsible for performing accounting duties with a minimum of supervision that include the following:  participating in the annual audit process done in compliance with AICPA and NACUBO requirements and practices.

Description of Duties and Responsibilities:

Essential Functions

1. Participates in the annual audit process to ensure the audit is flowing in a timely manner.  Responsible for helping provide the accumulation of documentation requested by the auditors, in compliance with AICPA and NACUBO requirements and practices.  
2. Prepares annual personal property returns and annual unclaimed property return.

3. Responsible for Spring Hill’s rental property, which includes maintaining the receivables and processing the annual property tax invoices.  Maintains a spreadsheet on the rental property, analyzes the financial data, summarizes the results of the data, and prepares and enters the corresponding journal entries.
4. Maintains Chart of Accounts in accordance with generally accepted accounting principles (GAAP), and ensures adherence to the guidelines set by the National Association of College and University Business Officers (NACUBO).

5. Performs monthly analysis of sundry stock accounts and records corresponding journal entries, as needed.

6. Reviews and approves adjustments to various accounts through journal entry postings.

7. Works with the Advancement office to ensure that donations are posted on a timely basis and reconciled monthly.  

8. Interacts with employees across campus to collect information needed. 

9. Reviews invoices to mark fixed assets and issue fixed asset tags across campus. 

10. Work with golf course to maintain records in the accounting system. 
11. Monthly, Quarterly, and annual reconciliation of various general ledger accounts. 
12. Assists with the year-end closing.

13. Other accounting duties as assigned. 

Marginal Functions

1. Supervises work-study students assigned to work area.

2. Interacts effectively with faculty, staff, administrators, and a wide range of College constituencies.
3. Communicates policy and procedures to the college community in a clear manner.
4. Develops and maintains a cordial, cooperative and customer service-oriented environment. Maintains composure during difficult periods.

5. Performs other tasks and duties as assigned or as requested.

Required Knowledge, Skills, and Abilities:  Individuals must possess these knowledge, skills, and abilities or be able to explain and demonstrate that the individual can perform the essential functions of the job, with or without reasonable accommodation, using some other combination of skills and abilities.
1. Knowledge of the principles and techniques of not-for-profit fund accounting as required by the AICPA and NACUBO.  

2. Knowledge of generally accepted accounting principles and accounting for federal and private grants and loans.

3. Knowledge of the principles and techniques of both PC and mainframe computing.

4. Knowledge of and ability to perform detailed accounting work with care and precision.

5. Ability to operate computers (using, e.g., CARS, Excel, TVALUE, and Word) in an efficient manner to provide maximum service to faculty, staff, and students

6. Ability to understand the principles of fund accounting and to understand how all of the elements of the financial accounting systems work together to produce the general ledger and necessary financial statements.

7. Ability to analyze financial data and come to meaningful conclusions.

8. Ability to detect and correct inaccurate or incorrect data in a timely manner.

9. Ability to work independently with initiative and minimum supervision.

10. Ability to work with others in a team effort, often under the pressure of deadlines.
11. Ability to prioritize and/or keep track of multiple tasks and deadlines.

12. Ability to listen and identify problems and work out solutions that are satisfying to those involved while maintaining the integrity of the financial accounting system.

13. Ability to travel and/or attend meetings, events, etc., as work requires.
14. Ability to maintain office hours as necessary to provide maximum service.  Some night and /or weekend work may be required.

15. Ability to handle stress, deadlines, and conflict resolution.

16. Possesses excellent communication skills and has the ability to be personable but firm in dealing with people.

17. Ability to learn and accurately apply College policies and procedures in a timely manner.

18. Viable candidates should be prepared to support and strengthen the Jesuit, Catholic mission of Spring Hill College.

Qualification Standards:

Education:  Bachelor’s degree in accounting or business administration from an accredited college or university.

Experience:  Minimum two years’ experience with increasing responsibility in an accounting/finance environment.  College or University fund accounting experience preferred.

THE COLLEGE RESERVES THE RIGHT TO CHANGE, ADD, OR REASSIGN JOB DUTIES OR COMBINE POSITIONS, OR PORTIONS THEREOF, AT ANY TIME.  THIS JOB DESCRIPTION IS NOT AN EMPLOYMENT AGREEMENT OR CONTRACT.  SPRING HILL COLLEGE IS AN EQUAL OPPORTUNITY EMPLOYER.

