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Job Title:   Fiscal Account Coordinator 
REGULAR FULL-TIME/NONEXEMPT       
Immediate Supervisor: Executive Director 
 
Job Summary:   
Under the direct supervision of the Executive Director this position provides fiscal oversight for the entire organization.  
This position involves preparing financial statements, monitoring funding activity, management of audit materials, budget 
preparation, oversight of payroll, and the handling of accounts payable.  Must have tact concerning the handling of clients 
and be accurate in all duties.  Independent judgment is required to plan, prioritize, and organize diversified workload, and 
recommend changes in office practices or procedures to ensure fiscal stewardship and efficiency in fiscal operations.  

 
Essential Functions: 
 
Financial Statements: 

 Prepare staff journal entries to ensure accuracy and timeliness.  

 Perform account reconciliations for all balance sheet accounts on a monthly basis. Maintain updated monthly 
work papers for audit support. 

 Production of monthly reports for finance committee meetings including all checklists, minutes and agendas and 
attendance and coordination of meetings with the Board Treasurer.  

 Ensure allocations and distribution codes within SAGE 50 are accurate so that the original and subsequent 
modifications are available for auditors, in agreement with documentation such as level of effort forms. 

 
Funding Activity:  

 Maintain familiarity with requirements of funding sources including but not limited to VOCA and PCCD, and 
funder-specific contract requirements. 

 Monthly review of invoices prepared by staff.   

 Follow up on payment from funders more than 60 days outstanding. 

 Backup for program drawdowns. 

 Monitor daily cash position in accordance with cash forecast and identify all immediate cash needs including Line 
of Credit draws. 
 

Audit: 

 Ensure documentation is ready for the financial auditors’ planning and fieldwork visits. 

 Ensure final audit work papers and all financial statements needed for the audit are ready for review. Final 
adjustments to be completed by 60 days after year end. 

 Serve as point person for auditors during the annual financial audit and all other audits. 

 Prepare information needed for 990 and BCO-10. 

 Responsible for responding to other auditors (workman’s comp, VOCA, etc.) during the year and arranging for 
their audit. 
 

Budget: 

 Participate in annual budget preparation, including CYS and VOCA budget proposals and project modifications.  

 Update monthly service budgets and provide reports to department heads and administrative staff. 
 

Payroll: 

 Coordinates Payroll Preview process and analyzes report for exceptions, oddities, and potential problems 

requiring resolution. 

 Make corrections to employee timecards and produce manual checks as necessary. 

 Coding of staff allocations for employees in payroll system. 

 Records deductions affecting net wages such as taxes, garnishments, and 403b contributions. 

 Submits appropriate payroll reports as requested. 

 Assure all employees’ benefit time accruals are accurate after each payroll.  Works with manager to have any 

necessary adjustments made. 

 

Accounts Payable and Receivables: 
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 Ensures timely input and payment of all invoices. 

 Reviews check runs for Operating Account. 

 Assigns Purchase Orders as needed. 

 Follows all procedures and controls set up by agency to ensure confidentiality and appropriate policies and 

procedures. 

 

Other Duties: 

 Records Cash Disbursements for any ACH disbursements and cash receipts. 

 Voiding and reissuing of Accounts Payable and Payroll Checks as necessary. 

 Reports any activities that may violate established laws, regulations, policies or procedures. Raises questions 

about any actions contrary to law or policy taken by another staff member or employee or yourself, and reports 

the matter to Executive Director or Board of Directors, as appropriate. 

 Other duties as assigned. 

 
Knowledge, Skills and Abilities: 
 3+ years of combined Public Accounting and/or accounting experience in a non-profit setting. 
 Bachelor’s degree in business, accounting, management or other related field. 
 Experience in analyzing business performance and developing financial plans in a non-profit environment. 
 Strong knowledge of internal controls and financial reporting required. 
 Must have strong customer service skills. Responsiveness to internal and external clients required. 
 Strong organizational skills and an ability to work independently in a high-productivity, fast-paced environment with 

regular and inflexible deadlines. 
 Must possess numeric acumen and strong analytical and problem-solving abilities. 
 Must be able to use new computer systems and/or software functions as they become available. 
 Proficiency in the current version of Microsoft Office Suite (Outlook, Word, Excel and PowerPoint).  
 Knowledge of Sage 50 Accounting software preferred. 
 Knowledge of Donor Perfect preferred, familiarity with other relational donor databases required.  
 Ability to organize and maintain filing systems. 
 Adept at operating photocopier, fax machine and other office equipment. 
 Ability to take minutes. 
 Dependable and reliable with time management. 
 Able to maintain client confidentiality and privacy. 
 Moderate physical effort, lift/carry up to 20 lbs. 

 
General Information: 
The above statements are intended to describe the general nature and level of work being performed by individuals 
assigned to this position. They are not intended to be an exhaustive list of all duties, responsibilities, and skills required of 
personnel so classified.  The selected applicant must be able to work in a fast-paced environment with demonstrated 
ability to juggle and prioritize multiple, competing tasks and demands and to seek supervisory assistance as appropriate. 
 
Family Support Line is committed to providing equal employment opportunity to all qualified individuals and endeavors to hire 
individuals of diverse races, colors, creeds, ethnicities, religions, genders, gender identities or expressions, ages, sexes, sexual 
orientations, national origins, disabilities, and citizen, marital, veteran and HIV statuses. 
 

  


