
 

GENERAL PURPOSE: 
 
The Staff Accountant reports to the Controller. Responsibilities include, but are 
not limited to, general ledger accountability, and financial reporting, as well as 
financial profitability analysis and other special projects as assigned. 

RESPONSIBILITIES/DUTIES: 

 Prepare monthly financial statements, reports and records by collecting, 
analyzing and summarizing account information. 

 Responsible for general ledger. 
 Fixed asset processing and reporting. 
 Maintain bank accounts by requesting disbursements. 
 Review bank statements. 
 Research and reconcile all discrepancies. 
 Auditing and verifying documents. 
 Following internal controls. 
 Financial and profitability analysis on a requested basis. 
 Preparing Program Budgets 
 Experience creating, analyzing and making adjustments to cash flow statements 
 Documents financial transactions by entering account information 
 Summarizes current financial status by collecting information; preparing 

balance sheet, profit and lost statements, and other reports 
 Substantiates financial transactions by auditing documents 
 Reconciles financial discrepancies by collecting and analyzing account 

information. 
 Prepares payments by verifying documentation, and requesting disbursements 
 Complies with federal, state and local financial legal requirements by studying 

existing and new legislation, enforcing adherence to requirements, and advising 
management on needed actions.  

 Prepares special financial reports by collecting, analyzing and summarizing 
account information and trends. 

 Maintains and protects operations by keeping financial information 
confidential.  

 Accomplishes the result by performing the duty.  



 Contributes to team effort by accomplishing related results as needed.  
 Prepare accounting related entries to numerous registers, journals and logs 

MINIMUM QUALIFICATIONS: 

 Must have an Accounting degree and at least 3-4 years experience. 
 MBA or CPA certification is a plus. 
 Experience using Abila MIP is a plus. 
 Good Phone Communications Skills. 
 Strong Computer Skills. 
 Accuracy in daily work and other projects. 
 Ability to meet communicated schedules and deadlines. 
 Adherence to policies and procedures. 
 Ability to maintain good working relationships with vendors and other CAHN 

employees. 
 Ability to function as a team player. 
 Ability to stay current on accounting principles that will further benefit the fiscal 

health of the organization. 
 Experience in health services is a plus. 
 Experience with state and federal grants. 

 

Click Here To Apply for Capital Area Health Network Job Openings 

 

https://www.indeedjobs.com/capital-area-health-network/_hl/en?cpref=JXWAtnzf3XWjLOi4YeVNLuV7xMD8uRK8zpb4StmrCrM

