Accounting Associate
Pay TBD
Reports To: Finance Director
Position Summary
Onward Neighborhood House is seeking a detail-oriented and dependable Accounting Associate to support the organization's financial operations. Working closely with the Finance Director, the Accounting Associate is responsible for accounts payable, check processing, vendor management, financial recordkeeping, and general accounting support functions. The ideal candidate will possess strong organizational skills, attention to detail, and a commitment to maintaining accurate financial records in a nonprofit environment.
This position plays a critical role in ensuring the timely and accurate processing of financial transactions while supporting the fiscal integrity of the organization.

Essential Duties and Responsibilities
Accounts Payable & Vendor Management
· Process accounts payable transactions, including reviewing invoices for accuracy and proper approvals. 
· Prepare and process weekly check runs and electronic payments. 
· Maintain vendor files, including W-9 forms and required documentation. 
· Respond to vendor inquiries and resolve payment discrepancies. 
· Monitor outstanding payables and ensure timely payment of obligations. 
Financial Processing & Recordkeeping
· Enter financial transactions into the accounting system accurately and timely. 
· Reconcile invoices, purchase orders, receipts, and payment records. 
· Assist with monthly credit card reconciliations and expense reporting. 
· Maintain organized electronic and paper financial records. 
· Assist with bank deposit preparation and documentation as needed. 
Grant & Nonprofit Compliance Support
· Assist in maintaining documentation required for grant-funded programs. 
· Support financial record retention in accordance with nonprofit and regulatory requirements. 
· Ensure expenditures are coded accurately to appropriate funding sources and cost centers. 
Financial Reporting Support
· Assist the Finance Director with monthly financial reporting activities. 
· Prepare reports, spreadsheets, and supporting documentation as requested. 
· Support annual audits by gathering requested financial documentation. 
· Assist with budget tracking and expenditure monitoring. 
Administrative Support
· Maintain confidentiality of financial and employee information. 
· Provide trainings to partner site staff involved in grants and contracts
· Files and maintains accounting documents, records, and reports.
· Support special projects and other finance-related duties as assigned. 
· Collaborate with program and administrative staff regarding financial procedures and documentation requirements. 

Qualifications
Required
· Associate's degree in Accounting, Finance, Business Administration, or related field; equivalent experience may be considered. 
· Minimum of 2 years of bookkeeping, accounts payable, or accounting support experience. 
· Proficiency in Microsoft Excel and Microsoft Office Suite. 
· Strong organizational and time management skills. 
· Excellent attention to detail and accuracy. 
· Ability to handle confidential information with discretion. 
Preferred
· Experience working in a nonprofit organization. 
· Experience with grant-funded programs and nonprofit accounting practices. 
· Familiarity with accounting software such as Fund-EZ QuickBooks, Sage Intacct, MIP Fund Accounting, or similar systems. 
· Bilingual English/Spanish preferred. 

Knowledge, Skills, and Abilities
· Understanding of basic accounting principles and financial procedures. 
· Ability to prioritize multiple tasks and meet deadlines. 
· Strong problem-solving and analytical skills. 
· Ability to work independently while collaborating effectively with a team. 
· Commitment to the mission and values of Onward Neighborhood House. 

Physical Requirements
· Ability to sit, stand, and use a computer for extended periods. 
· Ability to occasionally lift and carry up to 20 pounds. 
· Ability to travel between agency locations as needed. 

Compensation & Benefits
Onward Neighborhood House offers a competitive salary and comprehensive benefits package, including health insurance, retirement benefits, paid time off, and professional development opportunities.

