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                                         Accountant –


                                        Job Description        

Southwest Ohio Chapter 

Accountant

Job Description

Sponsor:  VP – Finance

Responsibilities of the Bookkeeper/Accountant are:

1. Receive approved expense documents from the VP – Finance with check numbers for entry into QuickBooks system.

2. May receive expense documents from other PMI members; forward these to VP – Finance for approval and assignment of check number.

3. Receive notification of deposits made by VP – Finance and record them into QuickBooks system.

4. Receive monthly bank statements from VP – Finance and reconcile them with register in QuickBooks system on a monthly basis.

5. Prepare reconciliation report on a monthly basis and forward it to the VP – Finance. 

6. Prepare monthly balance sheets and Profit & Loss by Class report once the account is reconciled each month.

7. Forward reports to VP – Finance for approval.

8. Distribute approved reports to Board members prior to the monthly Board meeting.

9. Prepare other reports as requested by the VP – Finance and as routed by the VP from other Chapter officers and Chapter members.

Time commitment for this position is approximately six hours a month. 
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