The Children’s Shelter


Finance Generalist

April 2021

TITLE:
Finance Generalist
PROGRAM: 
The Children’s Shelter
Pay Grade: 

PRIMARY FUNCTION/PURPOSE
The Finance Generalist II provides a supporting role assisting the Accountant, Senior Accountants, and CFO with accounting and administrative responsibilities. Responsible for processing vendor payments and all associated reporting. Finance Generalist II will also be responsible for supporting the senior leadership.
ESSENTIAL DUTIES AND RESPONSIBILITIES 
· Fully trained in Accounts Payable to include - 

· Reviewing, coding, and paying vendors on a weekly basis
· Vendor file maintenance, including 1099 files.
· Responsible for posting EFT transactions to the accounting system.
· Respond to requests for Tax-Exempt and 1099 Status.
· Collection of company credit card receipts and online payments
· Maintain listing of company credit card holders and credit amounts.
· Responsible for verifying the Accounts Payable Aging is always in balance with the general ledger.
· Pull G/L detail for CFO or other staff as required.
· Month-End close assistance as assigned.
· Assist with annual financial audit as required.
· Responsible for Thrift Store deposits and submission of bank deposit receipts to Accountant

· Responsible for taking Accountant prepared daily deposits to the bank. 
· Demonstrates strong commitment to meeting the needs of our customers (children, community members, co-workers, donors, managers, and volunteers), in a friendly, outgoing and professional manner.

· Responds to customers in a timely and thorough manner; does what is necessary to ensure customer satisfaction; prioritizes customer’s needs and follows up to evaluate customer’s satisfaction.

· All other duties as assigned.
GENERAL EXPECTATIONS
· Adheres to all policies and procedures of the agency and its accrediting and standard setting bodies, such as Council on Accreditation (COA) and state licensing.
· Maintains client confidentiality per agency standards and all applicable codes of ethics.
· Learns, understands, supports, and demonstrates The Children’s Shelter mission, purpose, and values.
· Demonstrates the Trauma Informed Care principles and practices for both internal and external stakeholders.
· Responsible for ensuring the safety of the clients and staff.
· Responsible for ensuring inclusion of others, assessing cultural and diversity needs of the clients.
· Attends mandatory trainings as defined in positions training matrix by the assigned deadline.
· Attends continuing education necessary to expand knowledge and maintain certifications or licenses.
· Uses outside professional collaboration and intra-agency teamwork appropriate to the agency.
· Skilled in organizing work in an environment with multiple challenges and priorities with minimal supervision. 
· Demonstrates strong commitment to meeting the needs of our customers (children, community members, co-workers, donors, managers, and volunteers), in a friendly, outgoing, and professional manner.

· Responds to customers in a timely and thorough manner; does what is necessary to ensure customer satisfaction; prioritizes customer’s needs and follows up to evaluate customer’s satisfaction.

· Avoid all conflicts of interest, real or perceived. 
REQUIREMENTS
· Bachelors or Associates Degree in Accounting or related field 

· 3 years’ experience in General Ledger Accounting
· 3 years’ experience in Accounts Payable
· Ability to be bonded.
· Experience in computerized accounting processes

· Advanced Excel skills
· Valid driver’s license, reliable transportation, and auto insurance

DESCRIPTION OF WORKING ENVIRONMENT
The working environment is indoors; however, it requires some travel.  Special events and workload may dictate work hours more than 40 hours per week.

DESCRIPTION OF ORGANIZATIONAL RELATIONSHIP\REPORTING RELATIONSHIPS
Monitored by: 
Senior Financial Accountant

Supervised by:  
CFO. 
Supervises:
 
None

EMPLOYEE ACKNOWLEDGEMENT
I, the undersigned, have read and understand the requirements of this position as outlined in this job description and received a copy of same. I am aware that this job description is not to be construed as an exhaustive statement of expectations, duties and responsibilities I, also, understand that my continued employment and performance evaluation will be based on my performance of the functions established herein and compliance with established agency policies and performance standards.

	
	

	Employee Signature   
	Date

	
	

	Supervisor Signature  
	Date
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