
Deaf and Hard of Hearing Service Center

Position: Accountant
Reports To: Executive Director
Classification: Full-Time, Non Exempt
Location: Fresno, California

Job Description

This job contributes to the success of the Deaf and Hard of Hearing Service Center by completing tasks such as
accounts payable and receivable, payroll, and other accounting duties.  The following is a list of major duties and
responsibilities for this position.  It is not all-inclusive, other duties and responsibilities may be added as needed and
management may modify this job description when appropriate.

Finance: Tasks, Duties, and Responsibilities

Daily Tasks

● Processes checks from vendors and prepares them for deposit
● Processes incoming invoices for payment
● Enters 125 Flex Spending transactions when necessary

Weekly Tasks

● Pays and processes accounts payable
● Makes bank deposits and transfers money when necessary

Bi-Weekly Tasks

● Processes payroll, which includes tracking employee benefits, allocating staff salaries to proper accounts,
paying Federal and State taxes, and processing Section 125 reports to Total Benefits Services

Monthly Tasks

● Processes invoices for contracts
● Allocates funds from unearned contract income for each funding sources
● Processes payments for agency’s operating expenses, such as leases, utilities, internet, etc.
● Processes phone and mileage reimbursements
● Processes fiscal transactions from Outreach Offices
● Monitors Fresno Headquarters’ petty cash and replenishes the cash supply when necessary
● Manages 403b accounts after the second payroll each month
● Generates a monthly budget report for each grant that shows what is left to spend

Annual Tasks

● Completes and submits sales tax return
● Files for annual real estate exemption
● Files for the Department of State registration
● Prepares for annual fiscal year audit
● Submits annual Federal and State tax filings
● Files for raffling exemption with the State Department

Other Tasks

● Analyzes new employee salaries



● Assists in creating new grant budgets
● Prepares Treasurer’s Report for agency’s Board of Directors for board meetings
● And other financial tasks as assigned by the Executive Director

Minimum Qualifications

● Bachelor’s Degree in Accounting or Bookkeeping, preferred
● Two years experience in general accounting or bookkeeping
● Fluent in American Sign Language, preferred
● Knowledge of QuickBooks and Intuit
● Skilled in analyzing reports and making recommendations
● Skilled in creating budgets and monitoring agency’s performance
● Knowledge of statistical reporting
● Knowledge of contract compliance
● Knowledge of basic accounting
● Knowledge of payroll and accounting laws and regulations
● Ability to work cooperatively with a diverse constituency of clients and maintain confidentiality
● Ability to work in a professional environment

Physical Requirements

The physical demands listed are representative of those that must be met by an employee to successfully perform
the essential functions of the job.  Reasonable accommodations may be made to enable individuals with disabilities
to perform the essential functions.  Modified “light duty” restrictions may be arranged as needed and when
available for job-related injuries or illnesses.

While performing the duties of this job, the employee is regularly required to stand, walk, sit, and use hands for
operating computer and office equipment.  The employee is occasionally required to reach with hands and arms,
stoop and kneel.

The employee must regularly lift and/or move up to 10 pounds and occasionally lift and/or move up to 25 pounds.
Specific vision abilities required by this job include close vision, distance vision, peripheral vision, depth
perception, and ability to adjust focus.  Must have visual acuity sufficient to read a computer screen and paper
documents, as well as qualify to maintain a valid CA driver’s license.

Deaf and Hard of Hearing Service Center is an at-will employer.  This means that employment can be terminated
at-will by the company or employee and such termination can be made without notice.


