C AROLINE FU RNACE | 2239 Camp Roosevelt R, Fort Valley, VA 22652

540-449-0012
LuTHERAN CAMP & RETREAT CENTER

Hiring Part-Time Bookkeeper

Our Bookkeeper is expected to work closely with our team to create and analyze financial
reports, ensure compliance with legal requirements, and process accounts payable through
management of invoices and payments. Our ideal candidate is familiar with QuickBooks
accounting software.

The Bookkeeper is responsible for recording all day-to-day financial transactions for our
organization. The Bookkeeper will work on-site with flexible days and work hours; normal
requirements are 4 to 6 hours per week under the supervision of the Executive Director. The
time commitment is flexible and can accommodate semi-retirement or a child/elder care
schedule.

Job Responsibilities

a. Use QuickBooks software to record customer invoices, cash receipts, vendor invoices

b. Publish Monthly and Quarterly Reports
1) Monthly profit and loss statements
2) Quarterly budget to actual statements

c. Reconcile Accounts and Maintain Accuracy
1) Reconcile the bank statements to QuickBooks software by the 7th business day of the month,
with any differences communicated to Executive Director and Treasurer
2) Reconcile credit card statements to QuickBooks by 10th business day of the month with any
differences communicated

Job Skill Requirements
1) Proven bookkeeping experience
2) Solid understanding of basic bookkeeping and accounts payable/receivable principles
3) Proven ability to calculate, post and manage accounting figures and financial records
4) Hands-on experience with Microsoft spreadsheets and QuickBooks software
5) Proficiency in English and in MS Office
6) Customer service orientation and negotiation skills
7) High degree of accuracy and attention to detail

www.CarolineFurnace.org




