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POSITION TITLE:  Accountant 

CMERDC Central Minnesota Educational Research and Development Council 

 

Job Description 
 

Last Updated:  04/28/2020 

 
 

POSITION TITLE:   Accountant  

 

PRIMARY FUNCTION: This is a full-time position that provides accounting and 

administrative assistance for the organization. 
 

CLASSIFICATIONS: Professional – Non-Exempt 

 

REPORTS TO:    Executive Director   

 

MAJOR DUTIES AND RESPONSIBILITIES: 

 

This position will be responsible to ensure accurate and compliant records and reporting and also 

help provide timely and new analysis and insights to the Executive Director and operational team 

to help make more informed decisions. Additionally, the ideal candidate will be innovative to 

drive efficiencies through implementation of processes. 

 

 Accounts Receivable – record payments received (bank deposit, posting receivables).  

Prepare and type invoices for services rendered to school districts.  Generate drop ships 

for invoicing to schools. 

 Process accounts payable.  Verify, key, and record bills.  Verify vendor statements.  

Prepare disbursement batches, prepare checks and distribute payments.  Prepare prepaid 

checks as needed.  

 Monitor and act on past due accounts. 

 Coordinate the accounts receivable/accounts payable for the Purchasing & Fulfillment 

department. 

 Monthly reconciliation of non-payroll related balance sheet accounts.  

 Reconciliation of inventories based on an established schedule. 

 Work with CFO on cash flow analysis and use of line of credit. 

 Assisting the CFO in preparation for the annual audit. 

 Maintain general office and accounting files, legal contracts, board materials and 

retention schedules. 

 Complete federal and state reporting required for the organization. 

 Assists in the performance of miscellaneous clerical duties including mailings, and 

obtaining supplies. 

 Provide phone coverage when needed.  

 Serve as a backup for the SMART Team, provide support and assistance where needed.   
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 Important Notice:  This job description is not an exclusive or exhaustive list of all job 

functions that a team member in this position may be asked to perform.  Duties and 

responsibilities can be changed, expanded, reduced or delegated by management to meet 

the business needs of the organization.  

 

JOB QUALIFICATIONS:  

 

 Two-year degree in Accounting, Finance, or Business related field.  
 Three years of related experience.  School district or public sector experience preferable.   

 Ability to work with limited supervision, self-directed. 

 Good written communication skills required.   

 Strong verbal communications skills. Ability to listen carefully and display considerable 

tact in answering questions, relaying information and general communications with 

customers. 

 Ability to address and solve problems that are unique to each school district. 

 Proficient in the use of Microsoft Office Products and SMART Systems.  

 Maintain confidential and sensitive written and oral information. 

 Ability to organize, set priorities, handle multiple tasks, identify importance and maintain 

flexibility.  Ability to handle details with a high degree of accuracy. 

 High degree of attention to detail and analytical skills are required. 

 Ability to regularly lift at least 50 pounds. 
 

 

   

    
 

 

 

 

 

 

 

 

  


