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Position Description
Staff Accountant 
	Job Title:
	Staff Accountant
	Department:
	Accounting

	Reports To:
	Chief Financial Officer
	FLSA Classification: 
	Salary Non-Exempt

	Hours:
	Monday – Friday; 40 hours/week



Position Summary: 
The Staff Accountant supports the financial management team, including the CFO and COO, by preparing and analyzing financial reports to ensure accuracy and compliance. Additionally, the Staff Accountant assists with budgeting, forecasting, and maintaining financial records to facilitate informed decision-making. 

Essential duties are not intended to be an exhaustive list of all responsibilities, duties, and skills. They are intended to be accurate summaries of what the job classification involves and what is required to perform it. The omission of specific statements or duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position. To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential duties and responsibilities of this job. 

Bank of St. Francisville is committed to providing equal employment opportunities. We will not discriminate against employees or applicants for employment on any legally recognized basis including, but not limited to, veteran status, race, color, religion, sex, marital status, national origin, physical or mental disability, age, political affiliation, or any other category protected by federal, state, or local law or ordinance. 

Duties/Responsibilities:
· Collaborate with the CFO and COO to produce comprehensive reports and perform in-depth data analysis, ensuring insights support strategic decision-making and operational efficiency. 
· Conduct detailed monitoring of securities to ensure accuracy and compliance, involving the verification of transaction details and timely updates to records. 
· Assist with month-end and year-end close processes, including preparing and posting journal entries, reconciling general ledger accounts, and performing variance analysis.
· Record securities transactions meticulously, including documenting purchases and executing monthly entries to maintain accurate financial statements and portfolios. 
· Oversee daily balances across all public bodies, ensuring timely reconciliations and readiness for audits, while addressing any discrepancies or concerns. 
· Respond promptly to requests from public body auditors, providing necessary documentation and supporting materials to facilitate smooth audit processes. 
· Manage payroll processing on a semi-monthly basis, ensuring employees are compensated accurately and on time while maintaining compliance with relevant regulations. 
· Thoroughly review timecard entries for accuracy and completeness, addressing any discrepancies before processing payroll. 
· Track and manage Paid Time Off (PTO) records, ensuring up-to-date information is readily available for employee inquiries and departmental planning. 
· Ensure strict adherence to tax and reporting deadlines, proactively manage timelines to avoid penalties, and maintain compliance. 
· Reconcile payroll and benefit-related accounts regularly, solving discrepancies, and maintaining accurate financial records. 
· Prepare quarterly and annual compliance reports for CDFI (Community Development Financial Institutions) and ECIP (Equity Capital Investment Program), ensuring all documentation meets regulatory standards. 
· Process and reconcile accounts payable transactions with accuracy and timeliness, ensuring proper documentation, coding, and compliance with internal controls and regulatory standards.
· Generate and transmit a comprehensive monthly report package to American Planning, meeting deadlines for the Asset Liability Committee (ALCO) to facilitate informed decision-making. 
· Compile and prepare the monthly financial statements for Bancshares, providing transparency and clarity on the organization’s financial health. 
· Assist with the preparation for audits and examinations, collaborating with internal and external stakeholders to ensure readiness and compliance.
· Comply with and enforce all bank policies and procedures and regulatory requirements. 
· Complete annual, quarterly, and/or as needed training, including BSA, to ensure compliance with all regulatory requirements and Bank policies. 
· Maintain the highest level of professionalism and team support while exhibiting BSF Core Values. 
· Perform additional tasks as assigned.

Competencies:
· Strong communication and interpersonal skills
· Proficiency in financial and banking products and services
· Ability to identify and fulfill customer needs
· Knowledge of accounting principles, practices, and terminology.
· Proficiency in Microsoft Office and accounting software.
· Knowledge of loan origination and account opening processes
· Attention to detail and strong organizational skills 
· Proficiency in banking technology and software 
· Compliance with regulatory requirements and bank policies 
· Ability to work well in a team and collaborate with other departments

Education and Experience:
· Bachelor’s degree required
· Minimum of two years of experience working in the accounting field or a related area. 

Physical Requirements:
This position operates primarily in an indoor setting. It requires long periods of sitting at a desk and operating a computer or other office equipment and frequent periods of walking/standing throughout the day. This position requires frequent communication with others, both speaking and listening. Lifting and carrying up to 15 pounds may be required as necessary.

Acknowledgement:
I have reviewed and understand the responsibilities listed in this job description and acknowledge that I am able to perform the essential functions of the position. I understand that the duties of this position may change on a temporary or regular basis according to the needs of the company, and these changes may not specifically be included in this job description. If I have questions about my position, I understand that I should discuss them with my manager. 

I further understand that this job description does not create an employment contract, and my employment is strictly at will unless otherwise agreed upon in writing by the CEO of the company. 

____________________________________________              
Employee Name (Print)					

____________________________________________	
Employee Signature					

____________________________________________	
Date							
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