
[image: ASG_LogoA_Complete]The AIDS/HIV Services Group (ASG) is seeking an accountant to advance the organization’s mission to build community for people living with, affected by, or at risk for HIV or AIDS.

Located in Charlottesville, VA, ASG provides an integrated service model through a diverse set of programs including direct client services, education, prevention, testing and advocacy.  We are seeking a staff accountant to join our staff who remains dedicated to supporting people living with, affected by or at risk for HIV or AIDS.


Job Title:            Accountant I

Reports To:       Director of Programs

Purpose :
The Accountant I works closely with the Director of Programs and performs the association’s bookkeeping functions.  

Responsibilities 
· Record cash receipts to include donations, grants, and other income
· Record credit card donations
· Reconcile credit card statements
· Prepare bank deposits
· Reconcile monthly bank account statements
· Enter bills approved for payment by the Executive Director and/or Director of Programs
· Review bills for accuracy prior to payment
· Process accounts payable payments and other cash disbursements
· Prepare monthly billings and cash draws from funders
· Prepare weekly receipts/disbursement report for the Director of Programs and Executive Director
· File vendor, bank, and grant documents in a timely manner
· Process payroll from time sheets approved by the Director of Programs and Executive Director
· Submit bi-weekly payroll direct deposit
· Distribute payroll stubs to staff
· Other duties as assigned.

Type: 	Part time/20 hours per week; Non-exempt. 

Salary:  $15.00/hour

Qualifications:
· One to two years’ experience in accounting
· Familiarity with standard accounting practices and principles
· Excellent writing and verbal communication skills including computer literacy and experience with Quickbooks software.
· Ability to plan, organize, and prioritize multiple tasks, accomplishing goals in a timely manner.
· Knowledge of business office machines, efficient office management principles, word processing and proficiency with IBM compatible software including Microsoft Word, Excel, Access, Outlook, mobile device workplace functionality, and World Wide Web applications.
· Ability to form relationships and communicate with employees, vendors, and other agency contacts in a courteous and professional manner, including face-to-face, phone and written contact.
· Representative of, or experienced with, populations served by ASG.
· Ability to work independently and make decisions in accordance with established policies and procedures.
· Must possess valid driver’s license and personal transportation.

EDUCATION, TRAINING, EXPERIENCE, ABILITIES
· Education – BA/BS Degree 
· One to two years’ experience, preferably in a related field
· Knowledge of Quickbooks software
· Knowledge of Microsoft office (Word, Excel, Publisher, Access, Outlook)
· Familiarity with non-profit organizations a plus.


ASG IS AN EQUAL OPPORTUNITY EMPLOYER AND ENCOURAGES A DIVERSE WORKFORCE. MULTI-LINGUAL INDIVIDUALS ARE STRONGLY ENCOURAGED TO APPLY.

image1.png




