Accounting Assistant

Under the direct supervision of the Chief Financial Officer, performs fiscal work dealing with bookkeeping and clerical duties. Provides technical assistance to service providers concerning fiscal matters. 

Process expense vouchers and payroll through accounting software. Maintain vendor contract agreement files. Maintain vendor files and employee payroll files. Process bank deposits as required. Provide technical assistance in financial matters to provider agencies. Review budget revisions from provider agencies for reliability and accuracy. Conduct periodic assessments of the financial operations. Attend staff meetings and in-service training sessions. Perform other related duties as assigned by Chief Financial Officer or Executive Director. This position is subject to the Fair Labor Standards Act. 

Qualifications: Bachelor’s degree or associate degree in accounting, business
administration, or similar fields preferred. Minimum of two years of experience in accounting and preparation of financial reports. Proficiency in Microsoft Office and 10-key is required.

Job Type: Part-time (35 hours per week)

Salary Range: $30,000 to $35,000 per year

Send resume to: humanresources@capitalaaa.org

