[image: ]                                           Energy Coordinating Agency
                                       106 W. Clearfield Street, Philadelphia, Pa. 19133/ 215.609.1000
                                                         www. ecasys.org   
Job summary

The Accountant will prepare financial reports to track the organization’s assets, liabilities, profit and loss, tax liabilities, and other related financial activities.  
Supervisory Responsibilities:
· None.
The Senior Accountant is responsible for:
· Supporting the CFO in preparation of financial reporting and presentations
· Preparing monthly account, debt, and receivables reconciliations
· Managing balance sheet and general ledger journal entries
· Supporting development of annual budget
· Supporting annual financial audit
· Assisting with monthly development reporting
· Consistently seeking out ways to improve organization systems and controls
· Building effective relationships with both members and staff
· Support leadership in developing, implementing, and evaluating policies to fulfill the strategic plan goals and mission of the organization
· Support with monthly financials and statements, preparing 990 schedules, processing payables, reconciling accounts, preparing journal entries, and recording cash
· Assist with the preparation of monthly and quarterly financial statements
· Support the preparation for the audits/tax returns
· Assist with the budget process, be familiar with the budget, and prepare actual to budget reports for leadership
· Prepare and file all bi-weekly payroll, quarterly Form 941, and W-2/W-3 reports
· Collect and organize all agreements, contracts, loans, notes, settlement documents, grants documents and agreements 
· Reconcile credit card statement to credit card expense reports submitted in Tallie each
· Follow up with staff for reimbursement of personal charges on corporate credit card
 You may be a great fit as a Senior Accountant if you:
· Have a Bachelor's Degree in Accounting, Finance, or a related field
· Have 2-5 years of related experience
· Are proficient in the use of Microsoft Office products and Quickbooks


Required Skills/Abilities: 
· [bookmark: _Hlk531182676]Understanding of and ability to adhere to generally accepted accounting principles.
· Highly proficient with accounting software.
· Excellent organizational skills and attention to detail.
· Excellent written and verbal communication skills.

Physical Requirements: 
· Prolonged periods sitting at a desk and working on a computer.
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