 THE CHILDREN'S INN AT NIH

JOB DESCRIPTION

Title:
Accounting Assistant

Reports To:  Director of Finance

FLSA Status:
Non-Exempt

Overview:

The Accounting Assistant supports the Finance functions including database data entry, bookkeeping, spreadsheet development and other tasks as assigned by the Director of Finance and serves as back up to the Director of Finance in their absence.  The accounting assistant will also assist the Database Coordinator with donation data entry and word processing.  This is a part-time hourly position requiring approximately 25 hours commitment per week.

Administration-Finance:

· Assist with billing process, including invoicing, and payment processing
· Assist with daily bank deposits including check scanning & credit card processing
· Assist with accounting data entry including A/P, A/R, G/L and preparing financial reports and audit documents
· Manage contract files, certificates of insurance & W-9 records
· Manage Capital Asset database, including capital asset purchases, disposals, depreciation, maintenance agreements, and warrantees.  Oversee annual physical inventory
· Assist with monthly accounting closing process including bank reconciliations & other account reconciliations and end of year closing/audit processes, including 1099 preparations
· Assist with maintaining finance department procedures manual and finance forms
· Assist with office machine management & general office procedures, including procedures manual

· Act as back up to the Director of Finance in their absence, including budget preparation, monthly closing & account reconciliations, production of financial statements, liaison to the Finance & Audit committees
· Other tasks as assigned by the Director of Finance
Administration-Donor database:

· Enter donations into donor database

· Make address changes and enter pertinent information in donor records

· Assist with preparation of acknowledgments and thank you letters

Guest Relations:

· Promote a homelike environment of support and understanding for residents of the Inn
· Become familiar with all Inn rules, policies, and values, as well as services relating to the families residing at The Children’s Inn

· Maintain flexibility and acknowledge stress of communal living
· Meet the reasonable needs of Inn residents
Qualifications:

Education:

Bachelor’s degree required.  Preference will be given to a candidate with accounting or business degree.

Experience:

5  years experience with computerized accounting systems.   Database management, spreadsheet and word processing required.  Experience with Financial Edge and Raiser’s Edge a plus.
Skills/Traits:

Must have good communication skills.  Must be detail-oriented and have a positive attitude and work well in a team-oriented environment.

Health:

Must be in good general health with no history of chronic diseases that could be hazardous to the residents of The Children’s Inn.

Schedule:

Official schedule is flexible weekdays - minimum 4 days/week.

I have read and understand this job description.
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