
 
 
 
 
 

JOB POSTING 
 
Position:  Accounting Assistant 
 
Location:       Camp Hill, PA 
 
Website:    https://pcntv.com 
 
Start Date:  ASAP 
 
Position Type:  Full-Time 
 
Job Description:  
The Accounting Assistant assists with the Accounting and Human Resource functions for 
PCN. Assisting the CFO with making daily, weekly, and monthly journal entries, 
processing payroll and AP invoices, and customer orders and billing within PCN as 
required.  This position will sell and track licenses sold for PCN programs. Additionally, 
this position will assist with grant and fundraising accounting as PCN enters more 
strongly into this arena. 
 
PCN is a statewide 501(c)(3) nonprofit cable television network available to 10 million 
viewers in more than 3.1 million homes.  PCN is the largest statewide privately funded 
public affairs network in the country. 
 
RESPONSIBILITIES: 
 

 Prepare and process bi-weekly payroll through our third-party processor 

 Prepare daily revenue reports for subscription and online store orders 

 Track donation revenue 

 Prepare and submit monthly state sales tax report 

 Prepare and submit monthly Simple IRA contributions 

 Distributes petty cash for staff members. Provides reconciliation  

 Maintains vehicle fleet spreadsheet, collects vehicle information on a monthly 
basis, tracks vehicle maintenance, and works with staff to schedule appointments 

 Maintains FCC compliance forms – keeps track of deadlines, gets signatures, and 
gives to Digital Content Manager to be uploaded to PCN’s website 

 Provides support for projects, including but not limited to annual Open 
Enrollment, benefit election periods, and annual audits 

 Other duties as assigned  



BACKGROUND/SKILLS 
 

 Minimum Associates Degree/Certificate in Accounting or relevant work 
experience 

 Strong attention to detail and math skills, including experience with 
reconciliations 

 Confident, critical thinking skills and the ability to pivot when workload requires 
 Ability to communicate effectively in written and oral form 
 Strong organizational and sound judgement skills 
 Time management skills and the ability to meet deadlines 
 Demonstrated proficiency and willingness to learn new technologies with 

computers, Microsoft Word and Excel, databases, and the Internet.  Experience 
with QuickBooks is preferred 

 
 
ADDITIONAL INFORMATION 
 

 Full-time, hourly position. 
 Hours Monday through Friday 8am – 5pm.  Evening or weekend as needed. 
 Located in Camp Hill, PA. 
 Current COVID-19: Remote Work available 
 Benefits after wait period include: Health/RX, dental, vision, disability, Simple 

IRA retirement fund, and paid time off. 
 Cover letter indicating salary expectations and resume may be emailed to 

hr@pcntv.com or faxed to (717) 441-4540. Incomplete submissions will not be 
considered. 

 
PCN is an equal opportunity employer. 


