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Title: Accounting Assistant/Accountant

Position Status: Part-time to Full-time (32 to 40 hrs. per week), Non-exempt

Performance Expectations:
[bookmark: _Hlk80709662][bookmark: _Hlk80709623]We are looking for a responsible person to perform a variety of accounting tasks.  This person must consistently present a positive, pleasant, and professional team-player demeanor while multi-tasking; being dependable, detail-oriented and organized; and having strong communication and interpersonal skills.   This person will assist the controller with tasks while having the potential to advance their understanding of company finances and accounting responsibilities.  
 
[bookmark: _Hlk80709733]In the performance of daily duties all co-workers are expected to conform to the following: 
· Exhibit daily Affinis values of balance, collaboration, excellence, servant leadership, and trustworthiness.
· Interact professionally with co-workers, clients, and colleagues, always striving to find ways to make their lives easier.
· Perform quality, accurate work within deadlines.
· Work effectively as a team contributor on all assignments.
· Work independently while understanding the necessity for communicating progress and coordinating work efforts with other co-workers and organizations.
· Exhibit regular and predictable attendance as this is an essential function of the job.
· Exhibit a higher standard of conduct than merely what is required under the laws prohibiting harassment, discrimination or retaliation.

Responsibilities/Duties/Functions/Tasks:
· Enter Accounts Payable including reviewing invoices for accuracy and coding to correct account.
· Enter cash receipts daily.
· Review and process timesheets and expense reports weekly.
· Enter line of credit transactions as needed.
· Assist in reviewing monthly expense accounts as needed and month-end closing.
· Assist with payroll processing.
· Assist in analysis of subsidiary schedules needed for year-end. 
· Assist with monthly invoicing including copying back-up invoices for project files.
· Reconcile general ledger accounts as needed.
· Review Deltek Vision accounting records for consistency and accuracy.
· Filing and general administrative duties as needed to support accounting.
· Assist with compiling information for annual Federal Acquisition Regulation (FAR) audit and Research and Development tax credit study. 
· Assist with conversion of Deltek Vision to VantagePoint expected in 2023.
· Miscellaneous accounting projects and tasks as needed.

Qualifications, Education & Experience:
2-5 years relevant experience in bookkeeping and/or accounting. AA or BS in Accounting or Business Administration preferred. The successful candidate will be proficient with Microsoft Outlook and Excel. Experience with Deltek Vision accounting system a plus.

Work Requirements:
· Monday through Friday, 8-5 p.m. in the Overland Park office.
· This position could require additional work outside of these hours as necessary to fulfill the position requirements.  
 
Competitive salary and comprehensive benefits. For consideration send resume with salary requirements to recruiting@affinis.us. 

[bookmark: _Hlk29197623]Affinis Corp provides equal employment opportunities to all co-workers and applicants for employment and prohibits discrimination and harassment of any type without regard to race, color, religion, age, sex, national origin, disability status, genetics, protected veteran status, sexual orientation, gender identity or expression, or any other characteristic protected by federal, state or local laws.
This policy applies to all terms and conditions of employment, including recruiting, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation and training.
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