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Job Title: Receivable/Payable Accountant
HUB: Resources
Status: Part-time Equivalent (18-Hour Work Week)


Hub Role:

To serve as a member of the Resource Hub, to contribute to the timely and accurate preparation of financial statements; to ensure accurate and timely payroll deposits; and to record all incoming funds in accordance with the remittance purpose and/or donor restriction. 

Key Responsibilities:
· Manages and verifies daily receipts and deposits of monetary funds via scanner and/or manual deposits and assures accuracy with appropriate controls. Prepares daily cash logs used for monthly journal entry to ledger, including the electronic notification of income other income such as events and registrations. Assures compliance with bank regulations related to securing/destroying of remote deposited checks. Verifies the daily bank deposit balance to independent control source documents for WMU, including information from websites that report the receipt of credit card payments. 

· Processes payroll ensuring that all employees are paid properly with approved salary rates, paid leave and other pay types and deductions, including any necessary accruals. Prepares payroll reports and related journal entries, including any necessary accruals and expense allocations by hubs for all payroll costs. Researches payroll tax matters. Works closely with Human Resources manager and the controller on confidential payroll issues. Monitors PTO in payroll system. Ensures that payroll information and other sensitive records are securely filed and kept confidential.

· Previews accounts payable checks (WMU and Refunds) prior to mailing. Prepares checks with remittance information and processes payments with special handling instruction.

· Serves as back-up to accounts payables by processing mail, entering payables, fielding and researching payable questions.

· Reconciles assigned General Ledger accounts, prepares annual Worker’s Compensation audit, and performs various other tasks as assigned.

Qualifications:
· High school diploma or equivalent and three to five years’ experience working with payroll, a                General Ledger, Excel, and financial statements; Or

· Bachelor’s degree in accounting.

· Good organizational skills.

· Strong analytical and problem-solving skills.
· Working knowledge of payroll software particularly QuickBooks, preferred.
If you are interested in this position, submit your resume to Human Resources:

· Email: hr@wmu.org
· US mail: 100 Missionary Ridge, Birmingham, AL 35242
