
East Missouri Action Agency, lnc.
403 Parkway Drive, Post Office Box 308

Park Hills, Missouri 63601
A Community Action Agency.

REQUEST FOR / NOTICE OF JOB ANNOUNCEMENT
DATE OF REQUEST: 1215t2022 DEPARTMENT: Administration
POSITION TITLE: Staff Accountant PROGRAM: Administration
POSITION This oosition Derforrns a full ranse ofaccoun functions includins preoarine budset to actual.tl
SUMMARY: comDares current and Dast balance sheets. ze detail of seDarate ledsers and oreoares reDorts.

audits exDenses Dosted to desisnated Droprams to compliance with agency . Drogram specific state

procedures to areas of responsibilitv. keepinq precise records. Dgydepes Dositive relationships with
vendors banks and or zations and will establish and maintain a co tive 1n rel
with Program Directors and other staff.

AOVERTISE TO:

LOCATION:

Pu blic Agency
Banked

Vtl

Both STATUS: _ Exempt

Park Hills Central Office

-L X

GRADE LEVEL / STEP:
CLASSIFICATION:
DAYS AND HOURS:
QUALIFICATIONS:

AMOUNT: Negotiable
X Fulllime _ Part-Time _ Temporary

Monday - Thursday 7:30 a.m. - 5:00 p.m occassional Frid ays

Thq quailified candtdalc t4ll-haye an Associates Degree in accountaing or minimum ol3 years

ofexperience in fund accounting. At least 5 years experience in all phases of bookeeping.
including familiarity with generally accepted accounting procedures. budget preparation and

complete know,ledge ofdouble entry bookkeepins and financial record keeping. Abilitv to
e multi le ro ects with the abili to anal man variables and m

effective course ofaction. Must be adaptable and flexible and have the ability to work
independentlv from qeneral instructions. Excellent co!,nptq1al rkdls with a working knowledge
of com er account software heets and uce fi Must have effectiveS

monitors. auditors and oossess the ab lil itv to ive. receive and process information" formulate

APPLICATION PERIOD DEADLINE: December 12th
BENEFITS: 4038. Paid Holidavs. Paid Sick Time. Life lnsuran , Voluntarv Life. Health. Dental. Vision Insurance
SUPERVISOR'S NAME: Debbie Myers
PERSON MAKING REQUEST: Debbie M

J-ffiilA-t tlarp.a-
Prog mDi r's Siffi*" 1 Date

utive Di s Sign Date Approved
APPLY TO:

East Missouri Action Agency, lnc.
Human Resource Department

P.O. Box 308, 403 Parkway Drive
Park Hills, MO 63601

573431-5'19'1

Approved Disapproved

Ex

Fom rs (updaled 092006)

re

El\4AA is an equal opportunity/affirmative action employer

Disapproved

and federal policies. procedures and laws. Will prepare monthly and annually vear end close. Prepares

on-goinq hnancial projections for cunent and future fiscal periods. Applies complex policies and

written and oral communication skills and to interact favorablv with outside funding source

work plans and preoare written material and articulate eoals and action plans and provide
feedback in a professional manner.

TARGET DATE FOR EMPLOYMENT: lmmediate


