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Organization Description: 

Meals on Wheels Diablo Region is the most comprehensive senior-serving organization 

in Contra Costa County.  Our seven program areas serve adults 60 plus, mostly low-

income, who have a range of needs.  We work with partner organizations to help seniors 

remain healthy and independent for as long as possible.  Clients are not charged fees 

for any of our services.  Instead, we rely on a combination of grants, donations, and 

government contracts. 

 

Scope of Work: 

The Senior Accountant is a full-time 40 hours per week position located at 1300 Civic 

Drive, Walnut Creek and reports to the Interim Director of Finance. This position is 

responsible for the accounting functions, ensuring accurate and timely reporting.  This 

is a key role in the organization and requires accuracy and knowledge of accounting 

practices. 

 

Duties and Responsibilities: 

 Ability to complete all the following tasks with minimum supervision. 

o Process semi-monthly payroll. Experience with Paychex is an advantage. 

o Code and process vendor invoices to payment; reconcile accounts 

payable. 

o Manage all cash transaction, create bank deposits, process credit card 

payments. 

o Reconcile revenue received to non-accounting data bases which store 

financial side of donations received. 

o Review aged accounts receivable. 

o Create and process recurring monthly journal entries. 

o Create draft financial statements from QuickBooks. 

 Maintain accounting policies and procedures 

 Analyze accounts as required. 

 Other duties as needed. 

 

Qualifications: 

This position requires the following:  

 Associates Degree in Accounting. 

 Up to 3 years of experience in an accounting department. 

 Strong communication skills. Must be able to follow detailed instructions as well 

as communicate and correspond in a professional manner. 

 Ability to maintain systems and processes for entering, creating, storing and 

accessing information and documents. 
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 Uses time and resources effectively by planning and scheduling work according 

to priority and availability of resources. 

 Strong QuickBooks, Excel, Word and Outlooks skills 

 Team player, works well with others. 

 Willing to learn and grow. 

 Takes responsibility for assigned tasks. 

 Ability to collaborate and maintain excellent relationship with staff, volunteers, 

and partners. 

 Experience working in a stressful environment with multiple demands. 

 Highly developed analytical skills and an attention to detail. 

 Excellent telephone and interpersonal skills. 

 Maintain high level of confidentiality. 

 Background check clearance. 

 Valid CA Driver’s license, proof of car insurance and reliable transportation. 

 Clean driving record for 3 years. 

 Ability to lift 15 pounds. 

 

Benefits: 

Benefits include healthcare contribution, retirement contribution, paid time off, 

mileage reimbursement, and holidays. 
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