Southwest Missouri Council of Governments (SMCOG)

Position Description
Update 07/16/2026

Position Title
Accounting and Grants Assistant (Part-Time)

Reports To
Fiscal and Administrative Manager

Employment Status
Part-Time, Non-Exempt (up to approximately 20 hours per week)

Compensation
$22.00-530.00 per hour, depending on qualifications and experience.

Schedule

Flexible work schedule of up to approximately 20 hours per week. Regular business hours are preferred;
however, the specific schedule will be coordinated with the Fiscal and Administrative Manager to meet
organizational needs.

Benefits

This is a part-time position and is not eligible for employee health or leave benefits. Participation in a
retirement plan may be negotiable. Partial remote work may be available after successful completion of the
training period, based on performance and organizational needs.

About Missouri State University — CRPM and SMCOG

The Missouri State University Center for Resource Planning and Management (CRPM) serves as the
administrative home for the Southwest Missouri Council of Governments (SMCOG, pronounced ‘sim-cog’)), a
regional planning commission and council of governments serving 10 counties and 88 local governments
across southwest Missouri. Through this partnership, CRPM provides administrative, financial, and operational
support that enables SMCOG to deliver planning, economic development, grant administration,
transportation, emergency management, and community development services throughout the region.
Although this position is employed through Missouri State University as part of CRPM, the Accounting and
Grants Assistant will primarily support SMCOG's financial operations, working closely with the Fiscal and
Administrative Manager, Executive Director, project managers, and partner agencies to administer the
organization's grant- and contract-funded programs.

General Function

Under the supervision of the Fiscal and Administrative Manager, the Accounting and Grants Assistant provides
part-time transactional accounting support primarily for the Southwest Missouri Council of Governments
(SMCOG). The position focuses on accounts receivable, accounts payable, grant and contract billing,
reimbursement requests, and the maintenance of supporting financial documentation. The Assistant works
with the Fiscal and Administrative Manager and project managers to help ensure that invoices, payments, and
grant-related financial records are processed accurately and on time.



Minimum Qualifications

Education

Associate degree in Accounting, Business Administration, Finance, or a related field preferred.
Equivalent combination of education and relevant work experience will be considered.

Experience

One or more years of bookkeeping, accounting, or office financial experience preferred.
Experience with accounting software, spreadsheets, and Microsoft Office applications required.
Experience with GMS accounting software is preferred.

Experience with grant-funded organizations, governmental accounting, or nonprofit accounting is a
plus.

Knowledge, Skills, and Abilities

Knowledge of basic accounting principles and bookkeeping practices.

Strong attention to detail and organizational skills.

Ability to maintain confidential financial information.

Ability to accurately prepare invoices, process payments, and maintain financial records.
Proficiency with Microsoft Excel and other Microsoft Office applications.

Ability to learn and effectively utilize accounting, payroll, and timekeeping software.

Strong written and verbal communication skills.

Ability to prioritize multiple assignments, meet deadlines, and work independently with minimal
supervision.

Ability to work cooperatively with staff, project managers, funding agencies, vendors, and partner
organizations.

Demonstrated customer service skills and ability to communicate professionally with local government
officials, funding agencies, consultants, and vendors.

Essential Duties and Responsibilities
Responsibilities include, but are not limited to, the following:

Accounts Receivable and Grant Billing

Prepare and distribute invoices for grants, contracts, membership dues, and other organizational
services.

Work with project managers to collect progress reports, employee time records, expense
documentation, and other information needed to prepare invoices and reimbursement requests.
Compile eligible project costs and supporting documentation for grant reimbursement requests and
financial reports.

Enter and maintain accounts receivable information in the accounting system.

Monitor outstanding invoices and follow up on past-due amounts under the direction of the Fiscal and
Administrative Manager.

Maintain organized records supporting invoices, reimbursements, and payments received.

Accounts Payable

Receive, review, and process vendor invoices and employee reimbursement requests.

Confirm that invoices and reimbursement requests include the necessary approvals, account
information, and supporting documentation.

Assist in determining the appropriate project, grant, contract, or account to which expenditures should
be charged.



Prepare payments and related documentation for review and approval by the Fiscal and Administrative
Manager.

Enter accounts payable transactions into the accounting system and applicable electronic payment
platforms.

Respond to routine questions from staff and vendors regarding invoices, reimbursements, and
payment status.

Maintain organized financial records supporting expenditures and payments.

Accounting and Grants Support

Record routine financial transactions in the GMS accounting system and other financial platforms.
Assist with tracking grant and contract revenues, expenditures, balances, and reimbursement activity.
Organize financial documentation required for grant reporting, monitoring, and audits.

Assist with bank deposits, transaction documentation, data entry, and other routine accounting
activities as assigned.

Identify missing or incomplete financial documentation and coordinate with staff to obtain the
necessary information.

Other Duties

Provide related accounting, grants, and administrative support as assigned by the Fiscal and Administrative
Manager. Duties may include assisting with reconciliations, financial reports, audits, year-end activities,
procurement and contract files, records management, and improvements to financial procedures. The nature
and extent of these assignments will be based on organizational priorities, workload, and the employee’s
experience and available work hours.

Working Relationships
The Accounting Assistant works closely with the Fiscal and Administrative Manager, Executive Director, project
managers, administrative staff, funding agencies, auditors, vendors, and partner organizations.

Physical Requirements
The position requires the ability to perform routine office duties, including prolonged computer use, sitting,
standing, walking, and occasional lifting of office materials up to 25 pounds.

Disclaimer

This position description is intended to describe the general nature and level of work performed. It is not
intended to be an exhaustive list of all duties, responsibilities, or qualifications. Employees may be assigned
additional responsibilities as organizational needs evolve.

How to apply

Interested applicants should send a resume, cover letter, and contact information for at least three
references to the SMCOG Executive Director: JasonRay@MissouriState.edu with the subject:
“Accounting and Grants Assistant Position”

This position is open until filled.
First date of consideration will be Monday, August 3, 2026.
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