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Summary 
Ensures the integrity of accounting information by recording, verifying, consolidating, reconciling, 
and entering transactions. 
General Responsibilities 

1. Manage accounts payable by verifying invoices and coding, entering invoices, preparing 
payments, distributing payments and reconciling.

2. Manage cash receipts by ensuring coding, maintaining subsidiary ledgers, preparing deposits and 
reconciling subsidiary ledgers to general ledger.

3. Manage grants payable by verifying board approvals and donor requests, entering invoices, 
preparing payments, and distributing payments.

4. Manage designated beneficiary and income beneficiary payments by verifying board approvals, 
and payment calculations, board approvals, entering invoices, preparing payments, and 
distributing payments.

5. Prepare and post payroll
6. Create and maintain vendors and vendor files including direct deposits information, w-9s, 1099s 

and vendor addresses.
7. Perform various reconciliations and other general accounting tasks.
8. Review fund files for proper classification and documentation
9. Prepare mailings and /reconcile statements to fund holders.

10. Become and maintain status as notary public.
11. Prepare documents for investment managers.
12. May perform general administrative tasks as required. 

Organizational Responsibilities

1. Support the mission, vision and philosophy of the Amarillo Area Foundation and The Don and
Sybil Harrington Foundation. Comply with all organizational policies and procedures.

2. Understand job responsibilities and perform work accurately and in a timely manner.
3. Demonstrate initiative and identify opportunities for improvement.
4. Observe confidentiality of Foundation data or private information.
5. Utilize effective communication skills to obtain or provide basic information to others within and

outside the Foundation.
6. Demonstrate commitment to improving communities through philanthropic efforts.
7. Be able and willing to work with and assist a diverse population, as well as be committed to

equity, diversity, and inclusion in our workplace and through our work.
8. Promote AAF’s core values of integrity, respect, collaboration, and innovation through your

work and staff relations.
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Minimum Requirements 
Education 
High School Diploma (Associate Degree in Accounting Preferred) 
Skills and Experience 

1. Five years of accounts payable, accounts receivable or bookkeeping .
2. Intermediate level experience with Microsoft Word and Excel.
3. Detail and deadline oriented.
4. Ability to adapt to change .
5. A valid Texas driver’s license is required.
6. Must possess excellent written and verbal communication, and critical thinking 

skills.
7. Must be able to manage multiple priorities and work efficiently with moderate 

supervision. 

Preferred Skills and Experience 

1. Non-profit, fund or multi-entity accounting.
2. Blackbaud Financial Edge software. 


