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LOCATION: Administrative Building-York, PA
SHIFT/SCHEDULE: Full-Time, Hourly Position, Monday-Friday, Days
Staff Accountant
· Complies with all Agency and Program policies, procedures and protocols in a professional and ethical manner.

· Complies with all Organization and department policies, procedures and protocols in a professional and ethical manner. * Includes all policies in Employee Handbook, Agency Policies, and Accounting Policies and Procedures.

· Adheres to the Confidentiality Policy.

· Follows the Code of Ethics and Professional Practices Policy.

· Meets specific training requirements as outlined by CHOY, MCO’s, DHS, and COA.

· Supports the seven commitments of Sanctuary, both within the Accounting Team and the agency at large.

· Non-Violence

· Emotional Intelligence

· Social Learning

· Shared Governance

· Open communication

· Social Responsibility

· Growth and Change

· Ensures and assists with completion of assigned Accounting and Administrative tasks and functions:

· Prepare monthly journal entries. This includes maintaining work papers to support material balance sheet accounts, maintaining fixed asset system, payroll file uploads, investment market values, and gathering necessary information from other departments.

· Replenish and reconciliation of program petty cash funds.

· Track and maintain fixed asset system.

· Assist with budgeting.

· Complete other tasks as assigned by the Director of Finance.

· Submits claims/invoices to and acts as liaison with the insurance companies, counties, and other customers within the required timeframes, and enters into the accounting system.

· Follows up on all aged receivables and potential receivables issues, including appeals, creates adjustment and write off forms and enters into accounting system/manages the accounts receivable end of the accounting system.

· Maintains billing database. Enters all ADT forms (admissions/discharges). Reconciles end of the month reports to information entered into the database.

Qualifications:

· Bachelor degree in accounting or equivalent required.

· 3 years of accounting experience preferred

· Good written and verbal communication skills.

· 21 years of age or older


