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Grant Accountant 

Responsible for providing various accounting and recordkeeping activities for the three­

year federal grant from EDA in cooperation with Florida Gulf Coast University. 

Specjfic Responsihiljties 

I. Contributions
• Records and reconciles receipts, contributions, and pledges.
• Generates gift history reports as requested.

2. Profiles
• Compiles, sets up, maintains and updates profiles for donors and vendors as

necessary in computer accounting system.

3. General accounting
• Prepares accounting schedules and reports as requested.

4. Accounts payable
• Prepares proper documentation for payment invoices; inputs invoices into the

accounts payable module of the computer accounting system; prepares checks

for payment of invoices; obtains signatures on checks and prepares checks for

mailing.

5. Grant Processing
• Completes due diligence on grant requests.
• Prepares proper documentation for payments of grants as they are requested

by the appropriate approving authority; obtains signatures on checks; obtains

or composes and prepares letters to accompany checks on grants or

distribution from funds as requested; and prepares same for mailing.
• Ensures grants are accounted for by grantees.

6. Memorandums of Understanding (MOUs) and Contracts
• Follows through for completion of MO Us and contracts, obtaining signatures

and distribution of final documents.
• Ensures provisions of MOUs are carried out and properly accounted for.

7. Performs other job related duties as assigned by the Chief Financial Officer,

Controller, or designate; performs other assignments for which employee is qualified

within other areas of Collaboratory as requested.
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