Opening Date: March 20, 2008


GREATER PHILADELPHIA URBAN AFFAIRS COALITION
JOB DESCRIPTION
POSITION:

STAFF ACCOUNTANT
DEPARTMENT:
FISCAL
REPORTS TO:
PROGRAM ACCOUNTING SUPERVISOR
________________________________________________________________________
POSITION SUMMARY:
The Greater Philadelphia Urban Affairs Coalition (GPUAC) is looking for a qualified Staff Accountant to join its team. . The ideal candidate must have a solid knowledge of basic accounting, financial reporting, and excellent interpersonal, verbal, and written communication skills.

PRIMARY RESPONSIBILITIES:
· Maintain general ledger, including all journal entries, allocations and statistical information for GPUAC and its program partners while ensuring that proper accounting procedures are followed.

· Review and prepare account reconciliations of assigned accounts.

· Make assessments of accounting activity posted to assigned accounts during monthly closing process for propriety.

· Prepare monthly comparisons of actual results to forecasts.

· Audit expense reports and other accounts payable invoices.

· Analyze annual budget and financial reports, and make recommendations for budget changes to the Program Directors.

· Coordinate accounting matters with other departments, as necessary.

· Adhere to compliance and operational risk controls in accordance with company policy; reporting control weaknesses, compliance issues, and operational loss events.

· Complete other duties as assigned by management.

· Provide support to other staff members in the Fiscal Department.

KNOWLEDGE AND SKILLS:
· Must have the ability to work independently and multi-task oriented.

· Must have superior organizational, analytical, and critical thinking skills.

· Must be flexible, have a positive attitude, and be team-oriented.

· Must be proficient in Microsoft Office software.

· Knowledge of OMB Circulars A-110, A-133, and A-122 a plus. 

EDUCATION AND WORK EXPERIENCE:
· A BS/BA degree in Accounting/Finance is preferred.

· 0-2 years of experience in accounting.

Salary commensurate with experience, plus benefits package.
Send cover letter and resume with salary requirement to:
Sandra Higginbotham, Human Resources Department
Greater Philadelphia Urban Affairs Coalition

1207 Chestnut Street, Suite 700

Philadelphia, PA 19107

Email: shigginbotham@gpuac.org
Fax: (215) 851-0514
GPUAC is an Equal Opportunity Employer







