Bookkeeper Essential Functions:

· Receives, approves, and, when necessary, investigates client's accounts payable invoices.

· Communicates (both in verbal and written form) with clients, client suppliers, vendors, and banking contacts.

· Handles client mail.

· Prepares appropriate schedules and reports as requested.

· Deposits accounts receivables into bank accounts.

· Handles payroll.

· Assists accountants on tax return preparation.

· Generates 1099's and W-2's for clients.

· Performs other duties as assigned from time to time.

Education, Experience, and Skills Required:

· Manage databases

· Minimum of two years responsible accounting or bookkeeping experience including accounts payable, accounts receivable, payroll, general ledger and financial reports.

· Ability to perform several tasks concurrently with ease and professionalism.

· Ability to operate calculator, computer, and other general office equipment.

· Knowledge of computerized accounting, but must be able to do a manual set of books.

· Must be able to keep client matters strictly confidential.

· Must have excellent interpersonal skills and customer service skills.

Responsibilities:

Full Cycle Bookkeeping

· Manage all aspects of A/R, A/P and Billing

· Accounts Payable will encompass the processing of all accounts payable transactions including bills, credit card charges and invoicing client bills, ensuring accuracy of each bill and proper classification

· Accounts Receivable will encompass the accurate posting and classification of the daily receivable transactions, preparing deposit slips when needed, and maintaining accurate and comprehensive records of each day’s transactions

· Handle all payroll information, including input time-sheets and Chittenden Payroll services for payroll entry

· Reconcile monthly credit card statements

· General Ledger maintenance

· Monthly financial reports for management

· Perform other general office duties as needed

· Assist in all areas of operation as requested by management

· Filing

Requirements and Qualifications:

· High School Diploma or its equivalent, associate or bachelor’s degree preferred.

· Four year’s bookkeeping experience.

· Ability to maintain computerized bookkeeping records.

· Knowledge and practical experience regarding basic computer skills, including Microsoft Outlook, Word and Excel.

· Ability to work independently and make decisions in accordance with established policies and regulations.

· Strong verbal and written communication skills.

· Works well with others, team player.

Reports To: Executive Director

