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Position Description

Accounting Associate
Part-time: Hourly, Monday-Friday, flexible scheduling

Summary:
This position is responsible for bookkeeping, payroll, maintaining account files, and assisting others within and outside the organization with their finance related duties.
Essential Duties and Responsibilities: 
· Maintain accounts payable and accounts receivable.
· Monitor the budget to stay within spending limits and reach income projections.
· Make bank deposits as directed by accounting policies.
· Monthly audit and reconciliation of petty cash fund.

· Weekly audit of bank accounts and assist in monthly reconciliations. 

· Administer payroll and time-tracking system, track employee benefits and maintain payroll records.

· Maintain vendor, service agreement, contract, annual report, financial reports, insurance, mileage reimbursements, expense reports, tax records, workers compensation and other records as needed.

· Entering all donations in development database and syncing with QuickBooks as needed.

· Assist the Finance Committee of the Board of Directors as necessary.

· Assist the contract accountant as necessary.
· Assist with annual audit as needed.

· Assist Client Services Coordinator with client and donor relations or other duties as needed.

· Any other duties assigned by the Executive Director.
Qualifications:

· High School Diploma, GED or equivalent education required. Bachelor’s Degree or equivalent preferred.
· At least 2 years of office management, scheduling and customer service. 

· Valid driver’s license and good driving record required. 

· Physical ability to occasionally lift and/or move up to 40 pounds. 

· Excellent communication and customer service skills required. 

· Ability to work independently and/or with a team, exercise good judgment and sound decision-making required. 
· Basic technology skills including proficiency with Microsoft Office Suite, Windows operating systems and ability/willingness to learn other database management systems. 

· Knowledge of bookkeeping and accounting terminology.

· Specific knowledge and experience with Quickbooks required.
Competencies:

· Ethical Conduct

· Decision-Making/Problem-Solving

· Bookkeeping
· Communication Proficiency 
· Data Entry
Physical Demands: 
While performing the functions of this job, the employee is occasionally required to stand, walk, sit, use hands to finger, handle, or feel, reach with hands and arms; occasionally required to climb or balance, talk or hear; and occasionally required to stoop, kneel, crouch, or crawl.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus. 

Work Environment: 
While performing the functions of this job, the employee is occasionally exposed to work near moving mechanical parts, outdoor weather conditions including extreme heat or cold weather; occasionally exposed to work in high, precarious places, fumes, or airborne particles, toxic or caustic chemicals. The noise level in the work environment is usually moderate.

Position Type/Expected Hours of Work: This position operates during standard business hours with flexibility for early morning, evening and/or weekends to best meet organization needs. 
Other Duties: Please note that this job description is not designed to cover or contain a comprehensive listing of activities, duties, or responsibilities that are required of the employee for this job. Duties, responsibilities, and activities may change at any time with or without notice. 
Employee signature below constitutes an understanding of the requirements, essential functions, and duties of the position.

Employee:
_____________________________________________
Date: __________________

Classification:  Non-Exempt

Reports To: 
 Executive Director 
Date:
 Effective 
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New Life Furniture, Inc. | 11431 Williamson Rd Unit D | Cincinnati, Ohio 45241 | (513) 313-0530
1 of 2

