Franklin Granville Vance Smart Start

POSITION:	FISCAL SPECIALIST
JOB DESCRIPTION:	
The Fiscal Specialist is responsible for Accounts Payable processing and record keeping, cash receipts processing, and time card verification and processing.  This position reports to the Fiscal Manager and provides whatever assistance necessary to help meet the fiscal responsibilities of the Partnership.  Also includes administrative duties e.g. front desk backup, obtaining check authorizations, and mail pick-up.
QUALIFICATIONS:	
Associate or Bachelor’s degree in business or accounting with five years accounting experience preferred.   Excellent word processing, spreadsheet skills, and bookkeeping skills required.  Ability to work independently, good written and verbal skills.  Work is performed in conjunction with a Multi-Accounting Center that is supervised by a certified public accountant.  Should have a NCDL to visit Direct Service Providers, get checks authorized, and obtain mail.
JOB RESPONSIBILITIES:
· Prepare Purchase Orders & RIPRs for FGV, including coding.  Recalculate invoices and reimbursement forms submitted for payment.  Review POs and RIPRs for accuracy and completeness.  Verify accuracy of invoices.  
· Collaborate with staff to insure merchandise has been received prior to payment being made.  Follow-up with staff and vendors on problem invoices.  Maintain all documentation related to the above transactions.
· Send Accounts Payable documents to the MAC site for processing.  Make sure checks are mailed on a timely basis. Make sure all paperwork is properly stamped and filed.
· Prepare individual time card files for annual distribution. Collect and verify time cards, investigating discrepancies.  Forward completed time cards to Fiscal Manager.  Forward payroll information to Advantage Payroll Services.
· Assist with the coordination of benefits for Partnership staff
· Verify that all cash receipts have been deposited in bank.  Maintain a log of wire transfers verifying that all emailed transactions have been received.  Prepare Deposit Code Sheets and forward them to the MAC Site for inputting. Maintain the Deposit log.
· Assist with the preparation of financial information for fiscal audits
· Assist with the maintenance of financial records and supporting documentation for three (3) years after final payment or until any audits in progress at the time are completed
· Assist with the performance of inventory audits for Partnership and subcontracts
· Assist with the maintenance of fixed assets records
· Assist the Fiscal Manager with the preparation of the audit package, 990, and other statutory reporting
· Perform other duties as assigned by the Fiscal Manager 
SALARY RANGE:
· Hiring Salary $28,088 - $32,300 based on education and experience
· 20% of the base salary will be available for employee benefits (i.e. insurance, disability, retirement)
· Paid vacation, holiday, and sick leave
