Job Title: Staff Accountant
Reports To: Controller
Location: Springfield, NJ
Employment Type: Full-time

Position Summary:

The Staff Accountant plays a key role in maintaining the financial integrity of the organization. They are
responsible for supporting the day-to-day accounting functions, ensuring compliance with non-profit
accounting standards, and assisting with budgeting, grant reporting, and audits. This position requires
attention to detail, strong analytical and communication skills, and a passion for supporting the mission
of the organization.

Key Responsibilities:

Record, reconcile, and analyze daily financial transactions, including accounts payable, accounts
receivable, bank transactions, payroll, and journal entries.

Maintain general ledger and ensure accurate coding of transactions to programs, grants, and
departments.

Assist in the preparation of monthly, quarterly, and annual financial reports.

Assist in the preparation and monitoring of budgets and financial forecasts.

Support grant management function by tracking expenses and ensuring compliance with funder
requirements.

Assist with annual audit, including preparing schedules and documentation for auditors.

Help improve internal controls, accounting processes, and financial procedures.

Collaborate with program staff and leadership to provide financial insights and support.

Other tasks as assigned by supervisor.

Qualifications:

Bachelor’s degree in accounting, Finance, or related field or equivalent professional work
experience.

2+ years of accounting experience; non-profit experience preferred.

Proficiency in accounting software and Microsoft Excel.

Knowledge of GAAP and non-profit financial reporting standards preferred.

Strong organizational, analytical, communication, and problem-solving skills.

Excellent attention to detail and ability to meet deadlines.

Commitment to the mission and values of the organization.

Work Environment & Benefits:

Hybrid work option.

Health, dental, and vision insurance.
Retirement plan.

Generous PTO and paid holidays.

Pay Range:

$58,000 - $65,000.



