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The Lowcountry Council of Governments is seeking a full time Accounting Associate. 
 
 Salary range $33,000 - $37,000.  Excellent Benefits Package. 
 
This position, under the supervision of the Finance Director, assists with accounts payable, payroll and accounts 
receivable and associated reporting functions of the accounting department.  

 
Essential Job Functions include:  
 
Processing accounts payable: reviews invoices and documentation for accuracy, completeness, and proper 
authorization; reconciles monthly statements; prepares and sends checks; researches discrepancies and works with 
vendor/department for problem resolution; and prepares 1099 forms and related forms. 

Processing payroll for the organization: receives, reviews, and verifies hours per employee; processes payroll 
through accounting software system; maintains annual and sick leave accrual balances; prepares and submits payroll 
taxes; maintains accurate payroll deductions; prepares IRS and SC reports, W2 forms and related forms. 

Processes documentation pertaining to accounts receivable: receives payments for organization programs and 
services; posts payments and adjustments to accounts;  

Performs general ledger entries: enters and posts journal entries in computer systems; reconciles accounts as 
required.  

Communicates with supervisor, other employees, vendors, the public, and other individuals as needed to coordinate 
work activities, review status of work, exchange information, or resolve problems. 

Minimum Qualifications: Associate degree in Accounting, Finance or related field; supplemented by two years 
of experience in accounts payable, accounts receivable, bookkeeping, clerical work, or related field; or any 
equivalent combination of education, training, and experience which provides the requisite knowledge, skills, 
and abilities for this job.  
Specific License or Certification Required: Must possess and maintain a valid South Carolina driver’s license.  
Specific Knowledge, Skills, or Abilities: Must be able to demonstrate proficiency in performance of the 
essential functions and learn, comprehend, and apply all LCOG or departmental policies, practices, and 
procedures necessary to function effectively in the position. 
 
To see a complete job description go to www.lowcountrycog.org/employment.  To apply, email your letter of 
interest and resume to ssmith@lowcountrycog.org  by close of business on April 12, 2021.  

Lowcountry Council of Governments is an Equal Opportunity Employer.   
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