
JOB DESCRIPTION 
 
Job Title: Part Time Bookkeeper 
Reports To: Executive Director 
 
This individual is responsible for keeping an accurate account of all money received or disbursed, 
recording all journal entries, paying and negotiating bills, attending to needs of contributors, and 
preparing financial reports as necessary. 
 
Duties and responsibilities: 
 
Accounting: 

1. Maintain a complete set of computerized financial records, including journals and 
ledgers for the various funds administered by the church. 

2. Prepare and record all journal entries in QuickBooks. 
3. Process 403(b) and other payments for all staff.   
4. Draw all checks and research or negotiate bills. 
5. Prepare quarterly and annual financial statements and preliminary reports.  
6. Prepare requested reports for monthly Trustee Board meetings and interface with the 

Executive Director as needed. 
7. Prepare program area expense reports and distribute them to program heads 

quarterly. 
8. Update the weekly contributions spreadsheet. 
9. Assist with filing all financial papers. 
10. Reconcile all cash accounts to the monthly bank statements. 
11. Post journal entries for payroll distributions to the general ledger.  
12. Ensure copies of I-9 and W-9 forms are on file for each employee. 
13. Track IRS payments and filings as necessary. 

 
Contributions: 
 

1. Record contributions in Little Green Light (“LGL”) and QuickBooks weekly. 
2. Track PayPal account activity and update weekly contributions sheet, QuickBooks 

and LGL as necessary. 
3. Assist with answering contributor questions re: contributions. 

 
Other: 

1. Make bank deposits on a weekly basis. 
2. Assist with the annual audit. 
3. Assist in preparing the annual budget. 
4. Process Payroll. 
5. Ensure all payroll and tax reports are in good order and easily accessible. 
6. Monitor all vacation, personal and days off for entire staff. 
7. Complete special assignments as necessary. 
8. Assist with HR paperwork & filing as directed by Executive Director. 

 
Required: 
Accounting or bookkeeping experience or education. 
Excellent Excel skills. 
 
Preferred: 
Payroll/HR experience. 
Experience with Quickbooks, ADP and/or other non-profit information systems. 


