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The United Methodist Church forms disciples of Jesus Christ who, empowered by the Holy Spirit, love boldly, serve joyfully, and lead courageously.


Title: Accounting Operations Assistant
Classification: Non-Exempt
Band Description: Administrative
Supervisor: CFO


Position Summary 
The Accounting Operations Assistant is a vital member of the accounting team, who performs and assists with basic accounting functions and related ancillary processes of the Annual Conference and its vital mission partners.

Essential Functions 
· Maintain the accounts payable module by entering invoices, recording expenses, and processing checks in an accurate and timely manner so that the financial resources of the Annual Conference and its vital mission partners are utilized efficiently.
· Organize and maintain accounting documents such as invoices, departmental billings, employee reimbursements, cash receipts, and journal vouchers so that accurate financial reporting is made available to our conference team members and vital mission partners for review.
· Record billing and payments in the accounts receivable module, prepare deposits, and maintain the proper documentation so that records and billings are accurate and timely.
· Provide additional support to the accounting team on special projects and related ancillary processes so that the financial operations of the conference and its vital mission partners run smoothly and efficiently.
· Interface and collaborate with team members across departments so that the administrative expectations are met appropriately with excellence.
· Liaison with the conference constituents and outside entities relating to financial matters, so that proper financial resources is made available to our local churches and vital mission partners.

Organization Responsibilities
· [bookmark: _Hlk520725102]Serve as a participant for projects as assigned
· Attend and assist in EPA and GNJ meetings and events as needed and appropriate

Core Competencies
· Committed to continuously grow in intercultural competence
· Build and maintain relationships that are rooted in honesty, integrity and honor confidentiality
· Work cooperatively with others to produce innovative solutions.
· Communicate clearly and accurately, in writing and orally, with unifying messages that motivate people to action 
· Attention to details and deadlines
· Provide gracious hospitality

Qualification 
· Two to four years equivalent experience.
· Competent and skilled in Microsoft Office Suite and accounting software
· Proficient in basic accounting functions and procedures

Education
· High school degree with some college or related experience 

Travel
The position requires some evening and weekend responsibilities and some travel beyond the office.
The position is hybrid, 3 days in the office located in Norristown, PA. 



Employee Name:                                                                     

Employee Signature: ___________________________________________________

Date:________________________________


Supervisor Name:                                                                        

Supervisor Signature: ___________________________________________________

Date: _________________________________
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