[bookmark: _GoBack]ICMA seeks a staff Accountant based in Washington, DC.  The Staff Accountant will be primarily responsible for the monthly closing of the general ledger and the overall project billing for International and U.S. Programs according to the terms of the agreement. You will assist with the daily operations of finance, monthly closing, and yearly audit, as well as special projects and assignments. You must have contracts billing experience.  Cost point experience is preferred.  

 Responsibilities include:
1. Processes full cycle billings for all international, domestic, and consulting contracts/grants of diverse customers (federal/state/city government agencies, domestic/international NGO, commercial companies).         
1. Ensures invoices are in accordance with terms and conditions of the contract agreement.      
1. Performs various project/program related reconciliations and analyses including profit and loss, unbilled AR, revenue, and aging accounts receivables (and collections), and provides resolution.
1. Provides day to day project accounting services to program managers.
1. Performs financial review of variance analysis of project related revenues and internal and external costs on all ongoing projects.
1. Oversees monthly activities and maintains/supports the daily and monthly operations of the general ledger.
1. Assists with the preparation of monthly/quarterly/annual financial statements in accordance with US GAAP requirements. 
1. Prepares audit schedules and assists with PBC work paper schedules for annual financial audit.
1. Conducts monthly meetings and discusses project-related updates and analysis with project management and contract administration prior to monthly close. 
1. Monitors and analyzes project budgets, schedules and contract requirements on a daily basis.
1. Prepares monthly/interim/final invoice package for all billable projects and resolves issues with customer invoices.
1. Maintains effective internal controls over billing process. 
1. Analyzes funding requirements and processes funding modifications in Cost point.
1. Responsible for accurate project setup in Cost point.
1. Maintains billing files. 

Minimum Qualifications:
1. Bachelors in Accounting with a five year solid accounting experience. CPA preferred. 
TO Apply:  Send cover letter and resume to recruitment@icma.org. Please put staff accountant in the subject line.  . No calls please. ICMA is an Equal Opportunity Employer. 


