
JOB DESCRIPTION 

FLSA: Non-Exempt, Part-time  

 

JOB TITLE: Bookkeeper 

 

OBJECTIVE:  To record financial transactions, prepare financial reports, and enter file data in an accurate and timely manner, 

ensuring excellent financial management and customer service at all times.   

 

ORGANIZATIONAL RELATIONSHIPS: 

1. Reports to:  

a. Champions for Life Executive Director 

2. Directs: no one 

 

EXAMPLES OF WORK:  

1. Enter registrations of participants into online filing system 

2. Ensure correct data entry for all participants and programs 

3. Enter payments in a timely fashion for all participants and programs 

4. Record receipts and make bank deposits 

5. Ensure that receivables are collected promptly 

6. Manage accounts payable and ensure payments are made in a timely manner 

7. Tag and monitor fixed assets 

8. Monitor office supply levels and reorder when necessary 

9. Conduct monthly reconciliations of every bank account 

10. Assemble information for external auditors for annual audit 

11. Working with CFL Site Managers, develop and maintain list of approved vendors for CFL, Inc. 

12. Record all financial transactions and create reports for all CFL programs 

13. Maintain Chart of Accounts 

14. Maintain annual budget 

15. Issue financial analysis of financial statements on monthly and as-needed basis 

16. Comply with local, state, and federal government reporting requirements 

17. Process payroll in a timely manner 

18. Provide clerical and administrative support to management as needed 

19. Purchase supplies and equipment as authorized by management 

20. Maintain the petty cash fund 

21. Maintain an orderly accounting filing system 

22. Calculate variances from the budget and report significant issues to management 

23. Prepare year-end tax filings, such as 1099s.  

24. Attend meetings pertinent to his/her position 

25. Other duties as assigned 

 

REQUIRED KNOWLEDGE, SKILLS, AND ABILITITES: 

1. General knowledge of bookkeeping and GAAP 

2. Intermediate or better skill level with Excel and Quickbooks 

3. Ability to interact and communicate with men and women of all backgrounds 

4. Ability to be professional, reassuring, firm, and communicative with vendors, guests, visitors, and staff 

5. Working knowledge current technology, including computers, internet communications, texting, and telephone 

6. Must be able to produce a full set of financial statements through the entering of source documents, subsidiary journals and 

adjusting journal entries into the software program, to produce reconciled balances for all balance sheet accounts. 

 

ACCEPTABLE EXPERIENCE AND TRAINING 

1. Associates degree in accounting or business administration 

2. Three to five years working in a bookkeeping role, preferably at a non-profit institution 

 

ENVIRONMENTAL FACTORS/PHYSICAL REQUIREMENTS 

1. Work requires standing, walking, bending, lifting, reading, writing, and comprehending written and spoken English 

 

WORK SCHEDULE: 

Flexible as to days and times, but will need to be in the 25 hours per week range, during the day, and throughout the week 


