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Finance C

Position Summary

rk - Nonprofit Organization

The Finance Clerk sup rts the organization's mission by ensuring accurate,
timely, and compliant fir
accounting tasks, assists

cial recordkeeping. This role handles day-to-day
ith grant reporting, and provides administrative

support to the finance t
financial operations.

to maintain transparency and accountability in all

Kev Responsibilities

' Process accounts paya ensuring proper coding and documentation.

' Maintain accurate fi
standards.

' Reconcile bank state

' Support grant and dono
for funders.

' l-2 years ofbookkeepi
experience a plus).

ial records in accordance with nonprofit accounting

ts, credit card transactions, and petty cash.

fund tracking, including preparing financial reports

File and organize fi ial documents for audits and compliance reviews.

' Assist in preparing mo thly, quarterly, and annual financial statements.

external financial inquiries in a timely manner.' Respond to internal a

Oualifications

' Associate's degree or rsework in accounting preferred.

, accounting, or finance experience (nonprofit



' Proficiency in
Office Suite.

' Strong attention to deta

' Ability to work i
environment.

Work Environment

' Office-based with

' Reports to the CEO

software (e.9., QuickBooks, Sage) and Microsoft

l, or ganizational ski I I s, and confi dential ity.

and collaboratively in a rnission-driven

ional remote work.

CFO.

Equal Opportun ity A gency


