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Brigid Collins Family Support Center 
 

JOB DESCRIPTION 
Title: Accounting Specialist   

Supervised by:  Director of Operations 
 
Purpose: 
Deliver services and complete tasks that require high to advanced skills typically in more than one program 
or service type. Requires complex decision making and prioritization skills, high level of efficiency and self-
initiation, advanced communication and interpersonal skills.  Responsible for developing and/or 
implementing new strategies that will increase the likelihood of successful outcomes related to their own 
work and the work of others.  Responsible for orientation and support regarding the work of others identified 
service delivery areas. Requires consistently high cooperation skills both internal and external. 
 
Primary Responsibilities: 
Financial Responsibilities 

 Perform bookkeeping functions, including but not limited to: Making deposits, paying bills, 
preparing and sending invoices, writing and posting checks. Assist accountant with 
reconciliations (i.e. bank).  Process incoming mail. 

 Manage payroll, taxes, deductions and benefits, including payroll updates with service provider, 
tracking of sick leave and vacation accrual. Set up new employees for benefits. Answer staff 
questions and assist with problem solving.  

 Track expenditures by grant and program. 

 Manage vendor accounts including on-line purchasing, subcontractor contracts, and staff cell 
phones. 

 Reconcile electronic payments for state contracts and problem solve under or over payments. 

 Track and manage all aspects of Federal and State taxes and audits, and assist with annual 
financial audit and grant related audits. 

 Complete payroll reports for IRS, State and local taxes, L&I, FICA and Employment Security. 

 Assist with creating program budgets and budget amendments for contracts and internal use. 
Assist with annual budget.  

 Monitor grant spend outs and update grant tracking tool as needed. Report financial 
expenditures to funders as needed. 

Other Administrative Responsibilities 

 Serve in an HR capacity for employee files, management of agency health insurance plan and 
retirement plan. Maintain secure files and personnel confidentiality. 

 Coordinate hiring process for new employees including advertising, background checks, phone 
interviews, references and interview scheduling.   

 Coordinate personnel paperwork for new employees including basic orientation to personnel manual 
and benefits. Coordinate set up of new employees in computer network and workstation. Manage 
state background checks. 

 Ensure company and employee compliance with all state and federal laws. 

 Assist with submission of grant proposals and contract agreements as needed. 

 Assist with system maintenance for phone system, physical structures and computers as needed. 
Answer staff questions including but not limited to computer systems used by agency. Assist with 
answering incoming calls as needed. 

 Other duties as assigned.  
Qualifications:  Three years accounting experience.  Bachelor’s degree in accounting preferred. Knowledge 
of generally accepted accounting practices. Experience with QuickBooks Pro. Familiarity with nonprofit 
bookkeeping. Ability to work independently and to meet deadlines.  Ability to be flexible and adaptable to 
changes in job duties and goals.  Must be dependable.  Excellent organizational skills. Motivated to work in 
an innovative, mission-driven organization which has clear values and a commitment to excellence and on-
going learning. 
Benefits:  Brigid Collins offers all eligible employees medical, dental and vision insurance.  After one year of 

employment, employees who regularly work 20 or more hours per week will receive an employer contribution 

to be placed in a 403(B) retirement account. 
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