
Title:   Staff Accountant 
Approved:  5-16-22 
Status:  Full-time, Exempt 
Reports to:   Controller 
 
Position Summary 
 
The Staff Accountant manages general accounting and financial processes for all FPC related entities.  
This individual will be responsible for all daily accounting tasks, including but not limited to preparing 
tax documents, updating expense files, performing financial transactions and posting them to the 
general ledger.  The staff accountant will also carry out relevant administrative (e.g. responding to 
clients via email, handling invoices, documenting relevant procedures).    
 

Essential Functions 

• Accounts Payable:  Review Invoice submissions in accounting software (Intacct), check and 
verify accurate coding, process checks and ACH file uploads.   

o Manage staff reimbursements (currently Nexonia) 
o Monitor recurring A/P payments 
o Process & maintain A/P reports to include invoice registers, check registers, vendor 

activity 
o  

• General Ledger: Prepare cash transfers to cover payroll for all the applicable FPC related 
entities. 

o Prepare journal entries as needed for review by the Controller 
o Assist in the reconciliation of bank accounts and general ledger accounts as assigned 

by the Controller 
o Prepare and maintain revenue and expense reports (Nexonia) for annual audit. 

• Cash Management:  
o Assist in the daily, and weekly reconciliation of FPC related entity bank accounts 
o Prepare cash requirement report on a weekly basis and maintain cash reserve report 

for monthly reporting to the Finance Committee 
o As directed assist Contributions Specialist or other assigned accounting staff in the 

preparation and processing of deposits, check copying and recording of deposits to 
the general ledger 

• Other: 
o Assist Controller with the Auditors and generate financial reports as required 
o Assist with Budget input into accounting or budget software 
o Serve as back up to executing payroll and assume duties for a minimum of two 

payroll cycles per year. 
o Assist controller by serving as backup to the contribution function including deposits 
o Oversee intercompany billings and process invoices to other FPC related entities and 

outside users for services (i.e. Shared Ministries, FPC meal services etc.) 
o Maintain SOPs for Accounts Payable and other areas of responsibility 

 



 

Core Competencies 
 
Accuracy: Consistently attends to the many small pieces that are required of a staff accountant; 
follows up on missing or out of balance items; finds and corrects accounting errors while resolving 
unanswered questions needed to address a problem; keeps the larger picture in mind while tending 
to the smallest of details. 
 
Interpersonal Skills / Communication: Establishes good working relationships with all others who are 
relevant to the completion of work; works well with people within the department and at all levels of 
the organization; builds appropriate rapport; considers the impact of his/her actions on others; uses 
diplomacy and tact; is approachable; avoids communication triangles. 
 
Analysis & Research: Completes research accurately and then analyzes the researched material in a 
format that others can understand.   Works with controller, staff and/or managers to analyze 
income, expenses and department budgets and prepares feedback and/or reports based upon the 
analysis and research of the accounting figures. 
 
Accounting Rules & Theories: Is knowledgeable of and remains abreast of generally accepted 
accounting principles (GAAP) as well as fund accounting principles; continues to refresh and update 
knowledge through continuing education, attending conferences, workshops and/or seminars. 
 
Qualifications 
 
The Staff Accountant should have at least 3 to 4 years’ experience as a Staff Accountant or in a 
position of increasing responsibility in an accounting practice or office.  Have sound understanding 
and knowledge of generally accepted accounting principles.  Experience in a nonprofit accounting 
environment as well as experience with the Sage Intacct accounting system is preferred, but not 
required.  The Staff Accountant needs to be able to work autonomously and in a team environment. 
 
A Bachelor’s Degree preferably in Accounting, Business, Finance or is currently enrolled in an 
accredited college or university with satisfactory progress towards completing a Bachelor’s degree. 
 
Terms of Employment 
Salary, benefits and other terms of employment will be administered in accordance with the policies 
contained in the First Presbyterian Church of Dallas Employee Handbook, a copy of which is provided 
to each employee. 
 
Note   
This description contains the information and facts considered necessary to describe and evaluate 
the duties of this position fairly and equitably.  It should not be considered an exhaustive description 
of all the work requirements to be performed, but indicates the kinds of duties and levels of 
responsibility required by the position.  The Controller may add or remove responsibilities as 
occasion may require. 
 


