Kansas Coalition Against Sexual and Domestic Violence

Job Description

Position:  Accounting Manager
Responsible to:  Director of Finance & Administration 
Primary Responsibilities:  Manage accounts payable, accounts receivable, payroll and P/R taxes, grant and agency financial reports, and personnel benefits. Exercise discretion and independent judgment to assure that all accounting records are accurate and complete.
Specific Duties:  


· Maintain accounting system

· Code and process Accounts Payable and  Accounts Receivable

· Process financial reports, as needed and requested
· Compile grant document back up as needed for grant financial filings as required by funder 
· Manage payroll as primary processor 

· Prepare and process payroll-related tax and benefits deposits 

· Prepare schedules for various audit preparations and assist DFA as needed with questions from auditors 
· Assist as needed with new employee intake/exit for payroll & fringe benefits processing 
· Perform accounting functions for Friends of KCSDV

· Other duties as assigned

Benefits:  Health, dental, life, and long- & short-term disability insurance, Section 125 mini-flex plan, and retirement fund contribution

Employment Status:  Full-time, exempt
Knowledge, Skills and Abilities Needed:  Minimum 5 years accounting experience, preferably in non-profit accounting; demonstrated proficiency in Abila or other accounting software; high level of initiative and organization on matters of significance; ability to prioritize, work independently and with a team, meet deadlines, and display superior perception skills; excellent interpersonal and communication skills; experience reflecting progressively increased work responsibilities.  Must be able to lift and carry 20-30 lbs. 

KCSDV is an equal opportunity employer.  KCSDV does not consider race, color, religion, sex, national origin, age, disability, veteran status, sexual orientation, gender identity, or marital status in employment decisions.  It is our policy to maintain a non-discriminatory environment free from intimidation, harassment, or bias based upon these grounds.
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