
 

 

 

ALZHEIMER’S COMMUNITY CARE, INC. 
 
 

Position Title:  Accounting Specialist 
Supervisor:  Accounting Manager 
Department:  Fiscal 
Status:   Non-Exempt 
Effective Date: January 21, 2009 
Revised Date:  May 29, 2020 
  
Position’s Major Description: Responsible for performing the Accounts Payable and 
Payroll functions of a multiple location organization. Analyzes invoices and expense 
reports to assign them to the proper cost center, reconciles statements and other 
vendor activities. Works with the HR department to insure the employee’s earnings, 
expenses, benefits and deductions are properly recorded.  Accurately processes the 
payroll, payroll reports and direct deposits. 
 
Position Responsibilities: 
Accounts Payable:  

1. Process all invoices on a weekly basis, which includes: 
a. Verifying all invoices have the proper authorizations. 
b. Confirming all invoice have been properly coded to the correct GL 

number, department, location, and project. 
c. Enter properly coded and authorized invoices by batch into the 

accounting system. 
d. Submit invoice batches for approval and posting. 
e. Produce an ageing report on a weekly basis with suggested vendor 

payments for approval. 
f. Generate weekly check run for all approved payments, obtain the proper 

signatures, and mail payments. 
2. Sustain a vendor verification list for all recurring monthly payments to confirm 

that all recurring invoices have been received. Investigate any missing invoices. 
3. Keep the proper records to assure any liens or garnishments of employee’s 

wages are proper deducted from payroll and submitted to the proper 
authorities. 

4. Maintain vendor information by updating addresses, phone numbers as well as 
inactivating any vender. 

 
Payroll: 

1. Reviews all new-hires, payroll change, and termination paperwork for accuracy 
of data transferred from the HR module to the Payroll module.  Interfaces with 
HR department regarding same. 

2. Process payroll accurately on a bi-weekly basis, which includes: 
a. Review of timesheets, mileage reports, and expense reimbursements for 

appropriateness and accuracy. 



 

b. Ensure that employee voluntary and involuntary payroll deductions are 
properly, timely and accurately instituted, maintained and removed. 

c. Create the upload documentation for the retirement contributions and 
payroll tax transmission.  Once approved, transmit documents to the 
proper institution. 

d. Ensure compliance with state and federal payroll laws. 
3. Assist in the quarterly preparation of the federal and state payroll tax reports 

accurately and file before the established due dates 
4. Assist in the annual preparation of the W2s/W3s and 1094/1095 accurately and 

file before the established due date.  
5. Assist in the annual Workman’s Compensation audit.  Have all payroll files 

accurately prepared and ready for auditors. 
 
Cash Receipts: 

1. Retrieve the mail and deliver it to the Database Administrator for processing. 
2. Process monies received and logged in by the receptionist for deposit in the 

Bank. 
a. Create a deposit slip and verify the total matches the total generated by 

the receptionist. 
b. Create a deposit bag for carrier pick up. 
c. Verify deposits were made into the financial institution and are accurate. 

3. Processes cash receipts into the accounting system 
a. Verify all monies received are properly coded to a GL number, 

department, location, and project. 
b. Enter each deposit as a batch and submit for approval and posting. 

4. Batch all credit card daily and create a deposit. 
5. Maintain Cash Logs. 

 
Other Duties: 

1. Assist in the preparation and coordination of the annual audit, as well as other 
financial audits and reviews. 

2. Act as back-up for Billing Specialist and Customer Account Representative. 
3. Maintain filing system. 
4. Performs other duties as assigned and assist in the completion of specific tasks 

needed to meet departmental deadlines. 
  
Position Requirements: 
Education:  Associate degree in accounting required; Bachelor’s degree in accounting or 

related business major preferred. 6+ years accounting experience could be 
considered as substitute for two-year degree. 

Experience:  At least five years of experience in general accounting duties; 4-year 
degree can substitute for work experience. Familiar with generally accepted 
accounting concepts, practices & procedures required. Proficiency using Microsoft 
Excel and Microsoft Word is required; Micro Information Products (MIP) software 
experience is strongly preferred. 

Software Experience:  Experience in general accounting programs; including payroll, A/P 
and A/R processing; MIP experience preferred. Proficiency using Microsoft Excel and 
Microsoft Word is required.   



 

Skills:  Must have excellent organizational and time-management skills. Must be highly 
analytical and detailed-oriented.  Must have excellent oral and written 
communication skills, be computer literate, and possess the ability to think logically 
and compute numbers accurately.  Must have a strong knowledge of spreadsheets 
and accounting software and must demonstrate excellent judgement in handling 
confidential information. 

 
Work Conditions May Include, But Are Not Limited To: 

1. Walking or standing 5% of the time; sitting 95% of the time; driving < 1% of the 
time. 

2. Operating basic office machines/equipment. 
3. Working in shared group space with moderate to high noise levels. 
4. Working with frequent interruptions. 
5. Working and interacting with a Departmental team of no more than 8 people. 
6. During emergency conditions, may be exposed to long working hours and/or 

heat, rain, wind or cold. 
7. Must be able to multi-task and work well under pressure. 
8. Requires priority scheduling of work time to meet deadlines. 
9. Ability to adjust schedule as abrupt changes in outside deadline occur. 

 
Essential Job Requirements of Position:   

1. High levels of confidentiality regarding payroll, grants, funding sources.     
2. May require work in excess of scheduled hours from time to time.   
3. Must possess the ability to lift up to 40 lbs. maximum and carrying of 

objects/supplies weighing up to 25 lbs.   
4. Must possess the ability to frequently stand, walk, communicate clearly, stoop, 

kneel, crouch, reach, and handle supplies/equipment.   
 
Position Relationships: 
Staff & Volunteers: Works closely on regular basis with staff members and volunteers of 

ACC.  Must be able to work alone and with other ACC staff on routine tasks and on 
special projects as requested. 

  
Supervisory Responsibilities: Not applicable to this position 
  
Supervision Received: Work under general supervision of the Accounting Manager. 
  
Other Relevant Aspects of Position: May require extra hours during busy periods.   
 
Governing Structure:  Not applicable to this position. 
  
Public:  Professional responses to telephone and personal inquiries regarding fiscal 
issues. 
 
Resources for Position: 

• Professional Name Badge 

• MIP Accounting Software User Rights 

• Computer Set-up 



 

• Long Distance Code 

• Mileage Reimbursement 
 

I have fully read and understand the requirements of the aforementioned job 
description.  I agree that, as a condition of my employment, I will maintain strict 
confidentiality regarding all client records and ACC financial issues and business, which 
may come to my attention.  I understand that this job description is not intended to be 
and is not construed as an all-inclusive list of responsibilities, skills, efforts, or working 
conditions associated with this position.  
   
                                                           ________ ____    _  
Employee’s Signature                Title                                Date 
 
  
                                                                                                 
Print Name                                              Employment date  
  
 
                                                  ________   __    
Supervisor’s Signature   Supervisor’s Title   Date 


