
Dare 2 Share Ministries  
Job Description: Accounting Specialist VN2.0 

POSITION DESCRIPTION 
This position requires a solid fundamental comprehension of the practice of recording, 
classifying, examining, and analyzing data before the recording of financial transactions.  The 
Accounting Specialist reviews details and processes transactions consistent with an 
understanding of mission and vision, generally accepted accounting principles (GAAP), and D2S 
policies and procedures.  

The primary responsibility of the Accounting Specialist is to complete day-to-day accounting 
operations from recording donations, sales transactions, review and code invoices for payable 
transactions. Ensuring that transactions are carried out in accordance with established accounting 
principles, policies, and objectives.  In some cases, the Accounting Specialist will conduct 
research or analysis of certain financial transactions and solve problems as they arise in the 
course of his/her duty. 

The Accounting Specialist will assist with the audit of transactions and will prepare payroll, 
disbursement of funds, periodic ad hoc reports, schedules, and comparative analysis.  The 
Accounting Specialist will promote accuracy, consistency, and follows D2S financial policies 
and procedures. 

The Accounting Specialist often works independently, within broadly defined work objectives 
and limited (detailed) review of overall results. As such the work requires technical accuracy and 
compliance with instructions through spot checks, appraisal of results, subsequent processing, 
and other analysis of appropriate means.  

TYPICAL DUTIES AND RESPONSIBILITIES: 
The Work Examples and Competencies listed are for illustrative purposes only and not intended 
to be exhaustive. 

• Follows defined standards and practices to maintain, adjust, and balance accounts within the 
established accounting system 

• Build and maintain files and reports on the company’s Accounts Payable processing 
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DIVISION/DEPARTMENT: F&O / Finance/HR 

LOCATION:  Denver (Wheat Ridge) 

REPORTS TO: Director of Finance 

TYPE OF POSITION: Full-time  

HOURS OF WORK: 40 hours 

INTRODUCTORY PERIOD: 90 Days 



Dare 2 Share Ministries  
Job Description: Accounting Specialist VN2.0 

• Provides other D2S staff with a variety of information regarding financial processes and 
procedures.  Helps to develop, document and manage financial procedures 

• Works within a variety of ledgers and journals, vendors and payable reimbursements, D2S 
payroll functions, and cash accounts reconciliation 

• Reviews vendor payment requests and records accurately to ensure proper disbursement of 
funds and revenue information 

• Balance the company’s credit card statements 
• Takes direction from the Director of Finance to evaluate alternative means of treating unique 

transactions and carry out duties assigned  
• Assists as required with the annual audit 
• Exercises considerable responsibility in the coordination of the D2S computerized financial 

management and donor systems   
• Other duties as assigned 

COMPETENCIES REQUIRED (Including formal education if applicable) 
• Education: Bachelor's degree in Business Administration, Accounting, or related field 
• 2 years of experience as an accountant is a must 
• Basic understanding of general accounting theory, principles, and practices and their 

application to accounting transactions and problems 
• MS Dynomic GP or accounting system experience 
• Expert knowledge of Microsoft Excel, Word, Outlook.  Ability to use effectively and 

efficiently 
• Significant understanding of D2S computerized financial management and related systems 

with the goal of exercising coordination responsibilities 
• Solid comprehension and demonstrated ability to comply with accounting controls and 

procedures 
• Effective communication with internal and external clients, customers, and staff to meet their 

needs in a polite, courteous, and cooperative manner.  Committed to quality service 
• A high level of initiative, effort, and commitment towards completing assignments efficiently 
• Works with minimal supervision.  Demonstrates responsible behavior and attention to detail 
• Displays high standards of ethical conduct.  Exhibits honesty and integrity  
• Responds appropriately to supervision.  Makes an effort to follow policy and cooperate with 

supervisors 
• Encourages and facilitates cooperation, servant, trust, and group identity.  Fosters 

commitment and team spirit 

The applicant chosen for this position must fully concur with the Dare 2 Share Ministries (D2S) 
“Statement of Faith”, must fully support the expressed purpose of D2S, must be prepared to 
exercise and model the core values expressed by the ministry, and must agree to abide in all 
respects with the D2S code of conduct for event participation. 
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