
Union Gospel Mission of Salem 
Job Description 

                                                                                        Account 6/16/2021 
              
 
 
 
        

 

POSITION TITLE:  Bookkeeper / Accountant 
MINISTRY DEPARTMENT:      Administration (200) 
REPORTS TO:          Executive Director 
FLSA STATUS:   Exempt 
LOCATION:   Administrative Offices 

255 Division St NE, Salem, OR 97301   
STATUS:   Full-Time 
 

Job Summary: 
Responsible for handling all aspects of payroll, daily cash receipts, and disbursement functions. Responsible for timely posting 
of  all accounting transactions, using procedures designed to ensure accurate, timely and complete recording of all activity. 
Responsible for maintaining the accuracy of the general ledger, sub-ledgers, and bank accounts with their balances.   
 

Essential Job Duties: 

1. Handle daily transactions to ensure appropriate and timely processing. 
2. Ensure correct coding of all input items, tracking and posting of prepaid accounts and accurate monthly and year-end 

closing. 
3. Posting of transactions to subsidiary and general ledgers to ensure accurate, complete, and up-to-date accounting records 

on an ongoing basis. 
4. Responsible for closing of transactions and other monthly activity to meet board financial statement reporting deadlines. 
5. Maintain and reconcile all bank accounts. 
6. Manage balance sheets and profit/loss statements, and general ledger accounts in QuickBooks online. 
7. Initiate and manage f inancial and accounting software used by the organization. 
8. Assist with payroll outputs in specific areas, transfer ADP GL to QuickBooks Online, and update any quarterly or yearly 

wage documents for UGM and its staff.  
9. Coordinate effectively with other Mission staff as necessary to ensure timely, appropriate handling of transactions and 

budget management. 
10. Provide necessary accounting for year-end audit. 
11. Develop and maintain accounting procedure and operating manuals. 
12. Ensure compliance of all financial policies and regulations including financial data confidentiality. 
13. Monitor all systems, processes, and equipment to ensure effective operation and make recommendations for improvement 

as needed. 
14. Maintain a positive, encouraging Christian work atmosphere by demonstrating appropriate Customer Service C.A.R.E. standards. 

A. Committed – performs job with integrity – respects and honors others. 
B. Attentive – models honesty and courtesy to all. Good listener. 
C. Responsive – takes responsibility for quality results. Serves effectively. 
D. Excellent – seeks to improve performance while providing excellent service. 

15. Assist with other pertinent duties as needed and directed by the Executive Director.  
 

Knowledge, Skills, Abilities:    
1. Skills and experience in general accounting (non-profit experience preferred): including general ledger, payroll, journal 

entries, and monthly closing, financial statement preparation and understanding of Generally Accepted Accounting 
Principles (GAAP) required.  

2. Prof icient computer skills, including Online QuickBooks software and MS Office software applications. 
3. Knowledge of federal and state regulations as pertains to accounting and payroll functions required. 
4. Ability to work both independently and within a team setting. 
5. Valid OR State Driver’s License and able to use own vehicle for occasional business purposes. 
6. Must agree with Union Gospel Mission of Salem’s Statement of Faith  and Standards of Conduct. 
 

Education: BA/BS degree (preferably in accounting or related field) preferred  
 
Experience: Minimum 5 years bookkeeping experience including payroll and financial statement preparation. 


