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Title: Staff Accountant 
 
Reports to: Controller  
 
Type of Employment:  Full-time, No-Exempt 
 
Salesmanship Club of Dallas  
The Salesmanship Club of Dallas is a civic organization of over 600 businessmen.  
These Club members are dedicated volunteers for their charity, Momentous Institute, a 
non-profit organization that provides education and mental health services for children 
and their families in the greater Dallas area.  Each staff member at the Salesmanship 
Club of Dallas interacts with the Club members to varying degrees. 
 
Job Description 
This position is responsible for the preparation of financial information for the various 
Salesmanship Club entities.  This position will provide services to the Club, Momentous 
Institute and the Byron Nelson including the billing and collections follow-up for the Club 
and its fundraisers.  Excellent organization and time management skills are required.   
  
Key Responsibilities 
 

Account Payable 

 Processes check requests, expense reimbursements and invoices for all entities 
for payment in a timely manner. 

 
Member Support 

 Manages, processes and fulfills Salesmanship Club member uniform requests. 

 Assists in the planning and implementation of Salesmanship Club member 
events as requested. 

 
Accounting Support 

 Maintains filing system for Finance department.  
 
Required Skills 

 Bachelor’s degree required with concentration in finance or accounting. 

 Computer experience with Microsoft Office products including Excel, Word, 
Outlook, PowerPoint. 

 Knowledge in general ledger accounting package. 

 Excellent organizational skills with the ability to establish and maintain 
reasonable and attainable priorities and deadlines for multiple, diverse tasks. 



 Ability to shift quickly and frequently among multiple projects while maintaining a 
professional, pleasant attitude. 

 Professional demeanor with the ability to work with Salesmanship Club 
volunteers, tournament sponsors, and fellow staff members with equal success.  
Flexibility in working with different personalities and management styles. 

 Responsible, dependable, self-starter, dedicated and eager to work in a fast-
paced, ever changing environment. 

 Strict attention to detail. 

 Excellent oral and written communication and mathematical skills. 
 
 

Interested:  
Applications are currently being accepted. The position will remain open until filled. 
Please send a letter of interest addressing fit with the qualifications and responsibilities 
along with a current vita or resume to: HR Department at 
employment@momentousinstitute.org 
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