
 

 

 

ACCOUNTING AND HUMAN RESOURCE ASSISTANT 
LINE OF AUTHORITY: The Accounting and Human Resource Assistant reports directly to the Deputy CEO. 
 
POSITIONS SUPERVISED:  none 
 
PURPOSE OF JOB:  To assist the Finance and Business Operations Director in the day to day Accounting and 
Human Resources functions, activities and accurate recording of all financial transactions for Texas CASA; 
maintains personnel files, coordinates and administers employee benefit plans. 
 
ESSENTIAL FUNCTIONS: 
Accounting and Administrative 

1. Process accounts payable, accounts receivable and maintain all related files.  
2. Verify bank deposits.  
3. Record all grant expenditures for Texas CASA. 
4. Assist with maintenance of the office records filing, storage and destruction system. 

5. Prepare and timely submit all monthly Requests for Reimbursements (RFRs) to grantors. 
6. Prepare financial reports for grantors when necessary. 
7. Assist with the annual budget process. 
8. Gather information, prepare schedules and assist the independent auditor with the annual audit. 

 
Human Resources 

1. Coordinate job postings, candidate screenings, and interview appointments; maintain applicant resume 
files per regulations. 

2. Maintain personnel, insurance and I-9 files. 
3. Assist in the coordination of employee benefit plans including health, dental, life and retirement benefits 

and supplemental insurance plans.  
4. Provide benefit update information and technical assistance/ training to staff as needed. 
5. Provide backup assistance for processing payroll. 

 
Other 

1. Develop written policies and procedures for the provision of services provided by this position. 
2. Provide and ensure high customer relations standards in dealing with fellow employees, the Texas CASA 

network and supporting organizations. 
3. Provide assistance to all appropriate board committees as assigned by the Deputy CEO including 

assistance in scheduling, development of agendas, preparation of materials and oral reports. 
 
ADDITIONAL FUNCTIONS: 

1. May assist with Texas CASA Annual Conference. 
2. Analyze current processes and procedures and make recommendations to improve efficiencies and quality 

of services and programs. 
3. Perform all other duties and complete special projects as assigned by supervisor. 

 
 



 

Accounting and Human Resource Assistant 
07.18.17 

KNOWLEDGE, SKILLS AND ABILITIES:  
 Demonstrated understanding of accounting principles; Experience in nonprofit fund accounting and 

financial software; MIP knowledge preferred 
 Experience handling HR related tasks  
 Intermediate level skills with MS Office Products  
 Ability to manage multiple projects and meet deadlines 
 Strong problem solving and troubleshooting skills 
 Ability to interact with all levels of staff, BOD, and outside vendors 
 Ability to communicate effectively both orally and in writing 
 Ability to manage and maintain confidential information 
 Must possess a focused and disciplined work ethic, be detailed oriented and be comfortable working in a 

team-oriented environment 
 
MINIMUM QUALIFICATIONS: 

 High school diploma with some college preferred 
 Minimum three years related experience in nonprofit fund accounting and accounting principles 
 Intermediate skills in Microsoft Office software: Outlook, Word, Excel, and PowerPoint 
 Pass a background check 

 

WORKING CONDITIONS: 
 95% of work will primarily be performed in an office environment requiring ongoing computer use. 
 Travel is required 5% of the time throughout the state of Texas.  During this time, the employee may be 

occasionally exposed to a variety of working and environmental conditions. 
 Must be able to remain stationary or move about for long periods of time as well as position oneself to 

move objects, up to 50 pounds, from place to place. 
 This position requires frequent communication in a multitude of settings.  Must be able to exchange 

accurate information in these situations. 
 

TRAVEL: Up to 5% 
 

 
FLSA STATUS:  Non-Exempt 
 
 
Approved by CEO:  ____________                               Approval Date:   _______________ 
 


