
STAFF ACCOUNTANT 

501(C)PA is NEW MEXICO'S NONPROFIT CPA FIRM. (Learn more about us at: https://
www.501cpa.org/ ) 

As a Staff Accountant at 501(C)PA you will be assigned primary responsibility for the monthly 
accounting work for several clients. Working with MIP nonprofit accounting software (we train 
you) you will download and import bank transactions, process AR & AP at summary or detail 
levels as needed, do bank and other account reconciliations, create adjusting entries, and 
prepare financial statements. There will be frequent client dialogue, both written and verbal, 
to clarify account coding, collect information on new grants, question unusual changes etc. 

To be successful in this role, you should have a minimum of three years of accounting 
experience, preferably with at least one year in a nonprofit organization or a CPA firm. 
Alternatively, a combination of at least two years of solid accounting work experience and a 
high GPA in an accounting academic program. 

Academically, we would like to see a minimum of a Bachelor's degree in Accounting, Business 
Administration or similar. A Master's degree in Accounting or Business Administration, a CPA or 
CMA designation is preferred. 

501(C)PA offers competitive compensation, plus medical, retirement, cellphone, continuing 
education benefits, a friendly, mutually supportive workplace, and inspirational nonprofit 
clients. 

Submit a cover letter with your resume at https://www.indeed.com telling us about your 
experience and education. 

Responsibilities 

Manage all accounting transactions 

Prepare accurate financial statements on a timely basis 

Handle monthly, quarterly and annual closings 

Reconcile accounts 

Ensure supporting documents are prepared and filed according to our work standards 

Assist clients with annual budget preparation 

Prepare and e-file 1099s for contractors 

Assist client auditors by providing reconciliations and internal financial reports 

Ensure clients are well-informed of work progress/challenges, and maintain friendly and 
professional client relations 

Comply with financial policies and regulations 

Continuing professional education 

Skills 

Strong interpersonal communication skills and customer-focused service attitude 



Solid knowledge of Generally Accepted Accounting Principles (GAAP) 

Experience in nonprofit accounting or public accounting is highly desirable 

Hands-on experience with accounting software 

Highly proficient to advanced MS Excel skills including Vlookups and pivot tables 

Strong attention to detail and analytical skills 

Salary: $46,000.00 - $60,000.00 per year 

COVID-19 considerations: 

Staff have been working remotely since March 2020. New staff will work on-site during 
orientation week. We intend to resume hybrid in-office/at-home operations when safe. New 
employees are required to show proof of CDC-recommended Covid-19 vaccination.


