CHILD CARE CONNECTION

JOB OPPORTUNITIES

BOOKKEEPER/ACCOUNTING COORDINATOR
Child Care Connection, a private, non-profit agency, has an opening for experienced accounting personnel to oversee agency’s financial data and compliance by maintaining accurate books on accounts payable and receivable, payroll, and daily financial entries and reconciliations.  Responsibilities require the provision of bookkeeping and general accounting expertise and principles to maintenance of the agency’s non-profit accounting system and auditing standards.
Requirements:

· Three - five years performing non-profit accounting-related functions 

· Knowledge of and experience with the MIP accounting system
· Experience with double entry bookkeeping
· Leadership experience providing oversight and training for accounting staff, payroll, and banking operations
· Proven relationships working with various vendors, purchasing, and technical support professionals
· Ability to produce two annual closeouts per year and generate analytical reports on an annual, monthly, as needed basis
· Two years direct experience working with annual non-profit audits
· Educational/employment background with a focus on accounting/bookkeeping; BA/BS in related field preferred
Skills:

· Strong written and verbal communication skills
· Proficiency in MS Office Suite – Word, Excel, Access, data entry, and customer service
· Strong interpersonal skills and ability to train and lead others
· Analytic ability, effective proofing skills
· Flexibility and strong time management

· Ability to research and implement compliance with updated accounting/auditing procedures and principles
· Commitment to confidentiality, ethics, and security of access to all work product, information, and communications.

Job Responsibilities:


· Perform monthly reporting, general ledger entries, and record payments and adjustments.
· Assist with basic HR duties including new hire documents. compliance, and temporary disability insurance and workers’ compensation filings.
· Maintain record of financial transactions by establishing accounts; posting transactions; ensure legal requirements compliance.

· Develop system to account for financial transactions by establishing a chart of accounts; defining bookkeeping policies and procedures.
· Maintains subsidiary accounts by verifying, allocating, and posting transactions.
· Balances subsidiary accounts by reconciling entries.
· Maintains general ledger by transferring subsidiary account summaries.
· Balances general ledger by preparing a trial balance; reconciling entries

·  Maintains historical records by filing documents
· Prepares financial reports by collecting, analyzing, and summarizing account information and trends

· Complies with federal, state, and local legal requirements by studying requirements; enforcing adherence to requirements filing reports; advising management on needed actions.

· Contributes to team effort by accomplishing related results as needed.

Hours:  35/week
Rate:
$54,000 - $62,000
Status:  Hourly
Benefits:  Include Paid Time Off (PTO), Medical/Dental Insurance, Life Insurance, Long Term Disability Insurance, Pension
