New River Community Action

SHARE Bookkeeper job description


NEW RIVER COMMUNITY ACTION, INC.

SHARE Virginia

Bookkeeper/Office Assistant

Job Description

General Description

This position is responsible for reconciling and reporting SHARE monies received each month.  This position reports directly to the SHARE Director.

Specific Duties

1. Count and verify actual monies with the reported monies on the Host Monthly Summary Report.  Prepare receipts for hosts who "walk-in" their money vs. mail-in.

2. Calculate shortage/overage of monies and attach calculator tape to paperwork - Host Monthly Summary Report, Participant Registration, other reports, and envelope.  Forward to SHARE Director.

3. Enter data into SHARE D database.

4. Reconcile and prepare daily bank deposit reports.

5. Submit two copies of the daily cash receipts log from SHARE D and deposit ticket to SHARE Director; one for Director and one for finance staff.

6. Keep SHARE Director informed of host shortages that need to be collected and overages that needs to be refunded to the host.  Inform hosts directly when requested.

7. Reconcile and submit monthly cash receipt log with the monthly SHARE D report and prepare list of host account receivables.

8. Prepare and submit monthly Food Stamp Summary and Comparison Reports.

9. Prepare quarterly unit reports by jurisdiction.

10. Maintain and update host organization information in SHARE D database.

11. Set up and maintain Electronic Benefit Transfers (food stamp system).

12. Review and record SHARE money logged in by other staff in absence of bookkeeper.

13. Professionally represents NRCA in the community. 

14. Personally reports to Department of Social Services all suspected child, aged or incapacitated adult abuse and neglect as required by law and document accordingly.  Informs supervisor of all reports to Department of Social Services. 

15. Performs all other duties that advance the philosophy and goals of the program and NRCA as deemed necessary by the supervisor.

Special Requirements:

Must maintain regular attendance and perform job duties and responsibilities in a satisfactory manner.

Prior to employment, the applicant must sign authorizations for NRCA to perform DMV and Criminal Record Checks to demonstrate that a satisfactory driving record and no pending or found charges or convictions related to abuse, neglect, and/or exploitation of children or adults (or other felony or misdemeanor charges which would conflict with the mission and philosophy of the agency).

Must possess valid driver's license and safe driving record.  Must be able to drive up to 4 hours per day, but may be required to drive more than 4 hours in a given day. Some night/overnight driving may be required.

If agency vehicle is unavailable, must have vehicle with valid inspection and insurance meeting minimum state requirements available for transporting individuals and families within the New River Valley, and in pre-approved cases outside the New River Valley.  Mileage reimbursed by NRCA.  

Qualifications

High School diploma required.  Ability to work with numbers and good record keeping skills.  Computer data entry experience desired. Ability and desire to work well with a wide range of people.

Pay Scale:

Wage, non-exempt position. Full-time.

This position is classified ____ on NRCA pay scale table currently in force.  

Part-time position, approximately 60 hours per month, to coincide with SHARE money turn-in schedule each month.
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