
[bookmark: OLE_LINK2]Job Title: Expense & Compliance Specialist	                                                                                                      Date: 06/03/26                   Classification: Part-Time Non-Exempt (Remote/Flexible Schedule) 15-20 hours per week
Immediate Supervisor: AP Accounting Manager							               
Purpose: The Expense & Compliance Specialist provides critical operational support to the Accounts Payable department by auditing internal expense reports, verifying policy compliance, and ensuring accurate system workflows. This role focuses on maintaining the integrity of day-to-day reimbursement processes and supporting organizational stewardship.

[bookmark: OLE_LINK1]Primary Duties and Responsibilities
Expense Report Processing (via Excel and Rydoo Platform)
· Review, audit, and process routine expense reports submitted through the Rydoo platform or via Excel report template.
· Verify that all required supporting documentation and receipts are attached before approving reports for reimbursement.
· Allocate and record system expenses accurately to the proper project balances and general ledger accounts.
· Respond to internal inquiries regarding Rydoo system navigation and basic processing workflows.
· Manage requests for project or individual advances in a clear and timely manner. 
Policy Verification and Ancillary Workflows
· Review expense submissions against established organizational policies to ensure compliance in the following areas.
· Ministry Vehicles – monitoring mileage, fuel tracking, and routine maintenance or repairs.
· Travel and Allowance – Verify in-home hospitality per diems and travel expense criteria.
· Advances – Process advance requests and verify that outstanding balances are successfully cleared in accordance with IRS guidelines.
· Counseling and Education – Track utilization of submitted receipts for counseling services and/or continuing education expenses per policy guidelines. 
· Monitoring and Reporting Taxability – Regarding all applicable reimbursements or fringe benefits, follow the proper workflows to report taxable income in accordance with Crossworld’s Financial Policy and IRS Guidelines
· Identify and document out-of-policy exceptions or special circumstances to escalate to the AP Accounting Manager for final determination.
Administrative Support
· Create and maintain up-to-date job aids and processing checklists to ensure departmental continuity.
· Assist the AP team with basic reporting and verification of weekly reimbursement cycles. 
Job Requirements
· Sign Avant Ministries Doctrinal Statement, testifying you adhere to the organization’s doctrinal positions.
Job Qualifications
· Experience: 2-3 years of administrative, clerical, or processing experience, ideally within an accounts payable, bookkeeping, or data verification environment.
· Technical Skills: Strong comfort level with learning and utilizing software platforms (experience with Rydoo or similar expense management systems is a plus). Basic proficiency in Microsoft Excel.
· Core Competencies: High level of accuracy, a learning mindset, strong organizational skills, and an ability to objectively follow and apply written policy guidelines. 
· Alignment: A committed Christ-Follower with a servant’s heart who is supportive of the organization’s mission and values.



