
United Community Action Partnership, Inc.     
INTERNAL/EXTERNAL 

 

POSITION TITLE:  _ Accounts Receivable Specialist   (Job# 0517H)  

LOCATION (S):  Marshall           

STARTING SALARY:  $11.46-14.86/hr + Benefits_  

JOB STATUS:  Full time, 32-40 hours _ 
 

RESPONSIBILITIES: 

 Assist with daily deposit journal entries and adjusting journal entries to assure accuracy. 

 Assist with monitoring Agency cash balance. 

 Assist with updating accounting system table files. 

 Assist with bank reconciliation. 

 Assist with recording receivables for Administrative fees earned/expense reimbursement. 

 Assist with maintaining all funds in balance at all times. 

 Responsible for basic accounting principles of General Ledger records. 

 Help coordinate and prepare for financial audits. 

 Review vendor status with the Federal government. 

 Issue credit memo for unpaid invoices. 

 Assist with daily deposits, cash requests, and weekly Accounts Payable batches. 

 Complete projects and trainings as requested by the Fiscal Director. 

 Support and model United’s Behavioral Competencies. 

 

EDUCATION AND EXPERIENCE: 

 Two years college or other post-secondary education and 1-3 years experience in Accounting or 

related field, or, equivalent combination of education and experience. 

 

KNOWLEDGE, ABILITIES AND SKILLS: 

 Demonstrated effective written, oral and interpersonal communication skills. 

 Knowledge of generally accepted accounting principles. 

 Ability to learn OMB circular A-110, A-112, and A-133 regulations. 

 Ability to perform mathematical calculations. 

 Ability to work independently and as part of a team. 

 Demonstrated keyboarding skills. 

 Ability to analyze technical information and respond accordingly. 

 Experience with computerized accounting systems. 

 Proficient 10-key skills. 

 Ability to attend any meetings, workshops and conferences. 

 Reliable mode of transportation. 

 Reliable, regular attendance. 

 Completion of a satisfactory Background Study. 

 

CLOSING DATE: Open until filled.  

 

CONTACT:    Shayna St. Pierre, Human Resources Coordinator 

          United Community Action Partnership_ 
          200 4th St SW, Box 1359, Willmar, MN 56201 
          320-235-0850 or 1-800-992-1710 Ext. 1107 
               _shaynas@unitedcapmn.org_ 

      www.unitedcapmn.org 

 

United Community Action Partnership is an EOE/ADA/AA Employer. 
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