
 

 

YMCA JOB DESCRIPTION 
Job Title:       Accounting Associate  
FLSA Status:  Non-Exempt  
Reports to:    Chief Financial Officer  
Posting Date: September 21, 2018 
  

POSITION SUMMARY: 
Under the supervision of the Chief Financial Officer (CFO), the Accounting Associate is 
responsible for financial reporting, maintaining vendor records, accounts payable and accounts 
receivable.  Also responsible for performing various accounting and financial procedures 
including account reconciliations as well as the analysis and review of related revenue and 
expense accounts for the organization. This individual must ensure regulatory and Generally 
Accepted Accounting Principles (GAAP) conformity, as well as maintaining, recording, reporting 
and safeguarding financial data and the organization’s assets. The incumbent should have great 
communication and interpersonal skills with the ability to build rapport and interact with all 
levels of staff, leadership and external vendors. 
 
ESSENTIAL FUNCTIONS: 

1. Managing and maintaining vendor records for reconciliation purposes 
2. Processing of accounts payable and accounts receivable 
3. Reconciling daily cash receipts, including scanning of relevant documents 
4. Preparing financial, retirement fund and payroll reports 
5. Preparing assigned audit schedules, bank and credit card account reconciliations, and 

month-end journal entries 
6. Assisting external auditors at year-end by responding to inquiries regarding assigned 

accounts as well as periodic disability insurance audits 
7. Recommending and implementing any necessary department controls 
8. Managing daily bank deposits and maintenance of banking records 
9. Collecting nonsufficient fund (NSF) payments 
10. Ensuring timely mailing of all employee paychecks and paystubs 
11. Assisting the CFO and Payroll department as needed 
12. Ensuring accounting office compliance with document retention policy schedule 
13. Organizing and maintaining accounting document storage area  
14. Reconciling and maintaining the integrity of the general ledger and subsidiary ledger 

accounts by gathering, researching and balancing information 
15. Evaluating subsidiary accounts for obvious errors and omissions and enter corrected 

data into the general ledger  
16. Processing part-time staff medical deductions through Aetna SRC 
17. Verifying deliveries of office supplies and distributing to staff once received 
18. Attending all company required staff meetings and trainings; assist with training other 

staff/volunteers 
19. Promoting and representing the mission and core values of the Rye YMCA 

 
YMCA COMPETENCIES (Leader): 



The Y: We’re for youth development, healthy living, and social responsibility. 

Mission Advancement: Accepts and demonstrates the Y’s values. Demonstrates a desire to 
serve others and fulfill community needs. Recruits volunteers and builds effective, supportive 
working relationships with them. Supports fund-raising. 
Collaboration: Works effectively with people of different backgrounds, abilities, opinions, and 
perceptions. Builds rapport and relates well to others. Seeks first to understand the other 
person’s point of view, and remains calm in challenging situations. Listens for understanding 
and meaning; speaks and writes effectively. Takes initiative to assist in developing others. 
Operational Effectiveness: Makes sound judgments, and transfers learning from one situation to  
another. Embraces new approaches and discovers ideas to create a better member experience. 
Establishes goals, clarifies tasks, plans work and actively participates in meetings. Follows 
budgeting policies and procedures, and reports all financial irregularities immediately. Strives to 
meet or exceed goals and deliver a high-value experience for members. 
Personal Growth: Pursues self-development that enhances job performance. Demonstrates an  
openness to change, and seeks opportunities in the change process. Accurately assesses 
personal feelings, strengths and limitations and how they impact relationships. Has the 
functional and technical knowledge and skills required to perform well; uses best practices and 
demonstrates up-to-date knowledge and skills in technology. 
 
QUALIFICATIONS: 

1. Bachelor’s degree or equivalent in accounting, finance or related field required 
2. Minimum 2-3 years of experience working with confidential information in a business 

accounting environment, with a concentration in accounts receivable, accounts payable, 
cash, and revenue reconciliations required 

3. Proficiency in computerized accounting systems such as QuickBooks required; 
knowledge of Daxko Operations and ADP Workforce Now is a plus 

4. Knowledge of accounting principles, practices and procedures is required 
5. Microsoft Office proficiency required, including a high level of skill in Excel 

 


