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    Progressive National Baptist Convention, Inc.

“In Pursuit of Wholeness”

           Dr. Timothy Stewart, President        Dr. A. Wayne Johnson,  General Secretary
The Progressive National Baptist Convention, Inc., headquarters office in Washington, DC has a full-time position available for a Jr. General Ledger Accountant.

Position Summary

This position will assist the Comptroller in maintaining the general ledger of the Progressive National Baptist Convention, Inc.

Position Duties
Assist Comptroller in performing the monthly closing of Accounts Payable, Accounts Receivable, Donor Records and other subsidiary ledgers to the General Ledger.

Assist Comptroller in preparing financial statements and reports to PNBC’s various agencies, boards, departments, and other organizations as requested by the Comptroller.

Prepare journal entries to record biweekly payroll and related transactions for approval by Comptroller.

Prepare analysis of general ledger accounts and other financial analysis as requested by the Comptroller.

Assist Accounts Receivable, Accounts Payable and Membership Specialist in recording transactions as needed.

Assist in the preparation of year-end client schedules for PNBC’s annual audit examinations and other financial reviews.

Assist with the preparation of PNBC’s annual operating and capital budgets and preparation of variance analysis as requested by the Comptroller.

Other duties as assigned.

Minimum Qualifications
An AA or Bachelor’s degree in Accounting from an accredited college or university.

Five years of experience as a full-charge bookkeeper.

Preferred Qualifications
Knowledge of automated general ledger accounting system.

Proficient in the use of Microsoft Office Suite (Word, Excel, Access, PowerPoint) or similar software.

Ability to work independently as well as cooperatively with others.

Eligible for bonding.

Submit cover letter and resume to pnbchr@gmail.com by April 12, 2021.  All material must be received by the closing date.
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