
 
 

Position: Accountant 

Status: Full-time, Non-Exempt 

Salary: $43,000 - $48,000 

 Reports to: Chief Financial Officer 

 
About YWCA Central Carolinas: 

YWCA Central Carolinas is a nonprofit on a mission to eliminate racism, empower women and promote peace, 

justice, freedom, and dignity for all. We achieve this through a variety of programs, including transitional 

housing for women and families facing homelessness, youth literacy programs for children from low-income 

households, racial justice and advocacy initiatives that educate and mobilize our community, and a co-ed 

fitness center that empowers our neighbors and serves as a portal into our mission. 

 

Position Objectives: 

As a valued member of the finance/administration team, the Accountant will be responsible for performing 
full cycle accounting-related functions described below, supporting the administrative team in achieving 

departmental goals, and following prescribed financial control procedures. While the current processes are 

well-documented, the Accountant will be encouraged to make recommendations for improvements. 

 

Education/Experience: 

High school diploma required, college degree preferred. Minimum of three years previous work experience in 
accounting or related field required. Candidates must be able to manage multiple priorities and deadlines, 

and are required to have strong attention to detail. 

 
Duties and Responsibilities: 

Accounts Payable (30% of time): 

 Performs full-cycle accounts payable process (includes: receiving and matching purchasing 
documentation, maintaining records, verifying approvals in accordance with prescribed 

accounting standards, entering approved vouchers into accounts payable module, preparing semi-
monthly accounts payable check runs totaling approx. 60-80 checks per month) 

 Maintains vendor files and updates information accordingly 

 Researches invoices or payments as required, and resolves any discrepancies or vendor inquiries 

 Performs monthly check reconciliation to clear checks and follows up on outstanding payments 

 Prepares year end Form 1099 reporting with support from CFO 

 

Accounts Receivable (25% of time): 

 Reconciles daily fitness receipts and prepares deposits 

 Prepares daily deposits for contributions, general receipts and transitional housing payments 

 Reconciles petty cash account in accordance with accounting guidelines and financial policies 

Program Support (25% of time): 



 Supports transitional housing program by maintaining financial management of accounts 
receivable module (includes: generating monthly invoices, adding late fees when indicated, 

applying payments against customer accounts, monitoring/reconciling customer balances and 

security deposit balances) 

 Supports financial management of fitness center by reviewing fitness center transactions and 

reconciling revenue reported to funds received, monitoring deferred revenue balances for pre-paid 
for annual memberships, and booking revenue for partner-based revenue sources (personal 

training) 

 

General Ledger (10% of time): 

 Monitor account activity, complete adjustment journal entries and submit monthly reconciliation 

reports for assigned balance sheet accounts 

 

Other (10% of time): 

 Supports annual financial audit by preparing supporting schedules for assigned accounts and 

pulling A/P and deposit samples as requested by audit team 

 Issues and maintains retail store credit cards and gas cards for use by employees 

 Orders office supplies as requested, including business cards and stationery 

 Additional duties assigned by the Chief Financial Officer 

 

Benefits: 

 401(k) 

 Dental insurance 

 Disability insurance 

 Employee assistance program 

 Flexible spending account 

 Health insurance 

 Life insurance 

 Paid time off 

 Vision insurance 

 

Other: 

Employment at the YWCA Central Carolinas is contingent upon a successful background check, reference 

check and a clear drug screen. The YWCA is a Drug Free/Alcohol Free environment. Employees are subject to 

random drug screening. 

 

COVID-19 Protocols:  

Full COVID-19 vaccination required and proof of the vaccine will be requested prior to work at the YWCA.  

 


