
COMMUNITY FOUNDATION FOR MONTEREY COUNTY 
 

ACCOUNTING COORDINATOR 
JOB DESCRIPTION  

Updated July 2015 

The Accounting Coordinator reports directly to the Accounting Manager and will primarily 
be responsible for preparing, recording and administering Payroll and Benefits, Accounts 
Payable, General Ledger and assisting with other financial reporting processes. Based 
on the duties described below, this is a part-time non-exempt position with some 
benefits. 

Scope of Responsibilities: 
 Principal activities include: providing a variety of recordkeeping services including but 

not limited to accounts payable, payroll, benefits and general ledger.   
 Additional activities include providing back-up administrative support as needed.   
 

Detailed Responsibilities: 

Cash Receipts 

 Review and reconcile daily cash receipts to bank deposits.   
 Review and reconcile cash receipts to gift entry, and post gift entries to the GL. 
 Monitor balances in checking accounts, and replenish as needed. 

Payroll  

 Serve as main contact for payroll-related assistance and information to staff 
and payroll services. 

 Process and track payroll, time sheets, hours worked, taxes, benefits, etc. to a 
computerized ADP system. 

 Prepare bi-weekly payroll journal entries. 
 Review and electronically transmit approved direct deposit payroll transactions, 

including 403(b), FSA and HSA contributions. 

Accounts Payable   

 Review all invoices for correct verification, coding, approvals and overall 
accuracy and whether budget exists for the expenditures. 

 Process, enter and post accounts payable for weekly check runs. 
 Process and post approved grant checks from all funds.   
 Verify and prepare payment for approved staff expenses. 
 Assist in preparing checks for signature and mailing. 
 Prepare and submit approved EDD Report of Contractors. 
 Review “requests for payment” for all payments made to independent 

contractors to determine if amounts to be paid comply with contractual 
agreements with the contractors. 

 Prepare, file and distributes year-end 1099 reports in a timely fashion. 



General Ledger 

 Initiate and assist in preparing and entering journal entries to record 
transactions. 

 Prepare summaries, reports and recommendations where necessary. 
 Assist the Accounting Manager in preparing and reconciling general ledger 

accounts. 
 Assist in conducting the timely month-end closing. 

Financial Reporting 
 

 Research, collect, compile, and analyze information from various sources on a 
variety of specialized accounting topics. 

 Prepare and distribute in a timely fashion various ad-hoc accounting-related 
reports. 

 Prepare, review and distribute quarterly fund statements. 
 Prepare annual reports as required by various State and Federal agencies. 

General 

 Serve as back up support for the Director of Finance and HR, Accounting 
Manager, Administrative Services Manager or Administrative Coordinator.   

 Participate in the development and implementation of new or revised 
accounting programs, systems, procedures, and methods of operation. 

 Assists and supports the Accounting Manager in preparation of internal or 
external audits. 

 Other duties as assigned by the Director of Finance and HR or Accounting 
Manager. 

Desired Qualifications:  

 Associates Degree or Technical Certifications with major course work in 
accounting or a related field. 

 2-3 years accounting experience including payroll and accounts payable. 
 Knowledge of GAAP and FASB requirements as they apply to nonprofit 

agencies required. 
 Excellent knowledge of accounting procedures and 1099 preparation. 
 High proficiency in Microsoft Office, specifically Excel and Word. 
 Attention to detail with accurate data entry skills. 
 Proven ability to meet deadlines. 
 Must be highly organized and capable of managing multiple tasks and 

priorities. 
 Excellent interpersonal skills. 
 Requires excellent written and verbal communication skills. 
 Ability to maintain strict confidence. 
 Experience with ADP, grant-making, NPOs, investments, wire transfers and 

working with integrated databases desirable. 
 Must have a “hands on” approach to all tasks required to be completed. 



 Must be flexible to adapt quickly to a growing organization. 

Physical Requirements  

Position requires minimal lifting (up to 25 lbs.), mostly deskwork. 

Strength and flexibility to work at a desk for up to five hours and access items on shelves       
and files located 0 to 60 inches above the floor. 

 

Approved: 
 
 
_______________________________________ ________________ 
Director of Finance & HR Date 
 
Accepted: 
 
 
_______________________________________ ________________ 
Accounting Coordinator Date 


