
 

 
HARBOR HOUSE DOMESTIC ABUSE PROGRAMS 

Position Description 

 
 
TITLE: Accounting Supervisor   
REPORTS TO:  Executive Director 
LAST REVISED: 3/30/2021 

 
 
SUMMARY:   The Accounting Supervisor position will focus and be responsible for maintaining 
the financial records and internal controls for the organization, to include administering of fiscal 
policies and monitoring all financial aspects for the organization.  
 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 Serves as the staff point person for the organization’s Finance Committee. 
 

 Actively works to improve/streamline processes using technology in consultation with 
Executive Director. 

 Oversees and is responsible for all financial controls.  

 Directly works on the following projects and/or the staff/contractors who manage them: 

o Process payroll and related tax (and other) withholding payments for exempt and 
non-exempt staff on a biweekly basis; review hours worked and adjust time off 
accruals 

o Ensure payroll hours and other expenses are assigned to the correct cost center, 
and are billed to the appropriate grant 

o Prepare, process, monitor, and reconcile all accounts payable and accounts 
receivable 

o Prepare and file all required ongoing, quarterly, and annual federal, state, and 
local reports.; complete and file payroll, tax and other compliance reporting 
requirements (including but not limited to quarterly 941 and WI UCT 101, W2s, 
W3s, WT-7, 1099s, etc.)   

o Review and code all donations (cash and otherwise) in cooperation with the Sr. 
Manager, Community Relations 

 

 Provides risk management oversight to include observations to minimize risks to the 

business. Oversee annual Workers Compensation audit. 

 Supports the Executive Director and Leadership Team in creating annual budgets and 

provides monthly reporting to ensure leadership is aware of trend performance 

throughout the year. 

 Works closely with Sr. Manager, Community Relations to develop budgets for grant 

applications and ongoing reports. Submits all monthly/quarterly grant reimbursement 

reports accurately and on time.  

 Manages part-time bookkeeper (10 hrs/wk). 



 

 Proactively prepares for annual audit with independent audit firm to ensure we are in 

compliance with all applicable laws and accounting practices. 

 Assists auditors in maintaining fixed asset and depreciation schedules. 

 Collaborates effectively with our banking relationships to ensure our best interests are 

managed effectively.  

 Regularly reconciles GL and Payroll activities. 

 Monitors compliance with GAAP and agency policies.  Promptly reports irregularities to 

the Executive Director.  

 Prepares ad-hoc reports as needed. 

 Complies with all federal, state, and other applicable regulations. Completes continuing 

education to stay current on regulations, trends, and best practices. 

 Is comfortable navigating client/donor databases. 

 Other duties as assigned. 

 

CORE COMPETENCIES:  
 Ability to maintain confidential information and safeguard the security of information of 

Harbor House and our clients. Keep private information from unauthorized individuals, 
both internally and externally.  

 Self-directed problem solver who analyzes information and develops solutions.  Works 
well with groups and is able to explain complex financial information in every-day terms. 

 Strong organizational ability, able to run/manage projects from start to finish on time. 

 Easily adapts to change and wants to be a part of forward progress. Willing to think 
outside of the box. 

 Strong verbal and written communication skills. 
 

QUALIFICATIONS:  
 Bachelor’s Degree in Finance, Accounting, or related field 
 5+ years of accounting experience required, nonprofit accounting preferred 
 CPA is preferred; an equivalent combination of education and experience may be 

considered 
 Proficiency in MS Office, Excel, and other accounting/data base software is required. 

(QuickBooks, Salesforce, etc.) 
 Experience in Grant Accounting is highly desirable. 
 Ability to travel locally, with access to a reliable vehicle and possess a valid Wisconsin 

driver’s license and automobile license 
 

 
This position description describes the general nature and level of work performed by the individual 
assigned to this position and should not be interpreted as all inclusive.  It does not state or imply that 
these are the only duties and responsibilities assigned to the position.  The employee may be required to 



 

perform other job-related duties.  All requirements are subject to change and to possible modification to 
reasonably accommodate individuals with a disability.   
 
This position description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and requirements of 
the position change. 

 
 

 


