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JOB DESCRIPTION
Job Title:  Bookkeeper/ Accounting Assistant (Full Time, Non-exempt)
Location:  Glenville, NY 
Reports to: Finance Director
Pay Rate:  $22/hour
Job Summary:  The Bookkeeper / Accounting Assistant supports the Finance Associate and Director of Finance by completing day-to-day bookkeeping and accounting support tasks, including accounts payable, accounts receivable, deposits, grant/contract billing support, record keeping, and audit preparation. This role requires strong attention to detail, confidentiality, and the ability to manage deadlines in a fast-paced nonprofit environment.

Duties and Responsibilities:  
· Accounts Payable: Enter bills, purchase orders, and other payable items into the accounting system; code to the appropriate program/fund; route for approval; prepare weekly check/ACH processing; mail checks; and maintain vendor records and A/P files (electronic and paper).

· Accounts Receivable (A/R) and Billing: Prepare invoices, vouchers, and other billing documentation in compliance with grant, contract, and funder requirements on monthly/quarterly/annual schedules; track outstanding receivables; and follow up on overdue invoices/vouchers.

· Cash Receipts and Deposits: Record and apply payments to open invoices; allocate receipts in the accounting system; and prepare daily deposits and related documentation.

· Reconciliations: Allocate and reconcile corporate credit card transactions; distribute statements; and assist with additional reconciliations (e.g., bank reconciliations) as assigned.

· General Ledger Support: Prepare basic journal entries and support schedules; maintain organized documentation for all transactions.

· Sales Tax: Prepare, pay, and submit New York State sales tax filings on a quarterly basis (as applicable).

· Grant and Contract Support: Assist with grant/contract management tasks related to A/P, A/R, and financial record keeping; help maintain compliant files and support documentation.

· Audit Support: Assist with preparation for the annual audit by compiling schedules, documentation, and requested materials.

· Office/Administrative Support: Provide phone and office coverage as needed; process physical mail and other office tasks related to finance operations.

· Other duties as assigned by the Director of Finance.

Required Skills: 
· Positive, professional, and service-oriented approach with a strong work ethic.

· Excellent attention to detail, accuracy, and ability to meet deadlines.

· Ability to organize and prioritize work, follow procedures, and communicate clearly (verbally and in writing).

· Ability to work effectively as part of a team and accept constructive feedback.

· Proficiency with Microsoft Office, especially Excel.

· Ability to learn and use accounting software (experience with FundEZ or similar systems).

· Working knowledge of basic bookkeeping practices and general accounting principles (GAAP familiarity preferred).

· Ability to handle sensitive/confidential information with discretion.

Qualifications:  
· Bachelor’s degree in accounting, or associate’s degree in accounting with a minimum of 1 year of experience in bookkeeping or accounting.

· Experience working with an accounting system and Excel in a professional setting.

· Valid NYS driver’s license with a motor vehicle record acceptable to agency insurance.

· Ability to lift and carry up to 30 pounds.

· Preferred experience with FundEZ or similar nonprofit accounting software, grant contract billing and voucher preparation, preparing NYS sales tax filings, and supporting annual audits.

Telecommuting and Remote Work:

Generally, work from home is not a viable option as there is a significant need for the use of office equipment, access to mail in a timely manner, and frequent interaction with the Finance Director, Executive Director, and other key personnel for signatures, check processing, and other functions. Additionally, this position is part of a team that provides coverage for the office during normal business hours and needs to be in the office for those assignments.

Employer Disclaimer: 
· Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by their direct supervisor.  
· This job description does not create an employment contract, implied or other than an “at will” employment relationship.
· CAPTAIN CHS is proud to be an Equal Opportunity Employer (EOE)
*To apply please send Cover Letter and Resume to the following:

 Magdy Hay, Finance Director, at magdy@captaincares.org

