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Finance Assistant
Reports to:
Finance Manager

Department:
Finance

Job Summary:

The Finance Assistant’s main duty is to perform accounting, purchasing, and inventory duties of the agency.  This is a part-time, 20hr/week position
Essential Functions:

1. Post accounts payable invoices to fiscal computer software
2. Print and mail vendor payments using fiscal computer software

3. Prepare and mail accounts receivable invoices and statements using fiscal computer software

4. Accounts receivable collection calls and letters

5. Prepare and post bank deposits to fiscal computer software

6. Post payroll to fiscal computer software

7. Assist with financial statements as assigned by Finance Manager
8. Keep agency office inventory 

9. Perform agency’s purchasing duties
10. Seek agency fundraising and marketing opportunities

11. Assume other responsibilities as assigned by Finance Manager
Qualifications:

· High School Diploma/GED

· 2 years experience in bookkeeping including Accounts Payable, Accounts Receivable, Financial Statements, and Payroll OR Two-year college degree in Accounting

· Computer experience with accounting software

· [image: image1.png]Good organizational skills

CCRC is an Equal Opportunity Employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, gender identity, sexual orientation, age, national origin, protected veteran status, disability, or any other basis protected by federal, state, or local law.
Core Values: 


Every Interaction Matters – RELATIONSHIPS 


Committed to expanding and sharing KNOWLEDGE 


INNOVATIVE in serving our community 


INTEGRITY in our daily interactions 


TRUST earned with every action








Benefits: 


• Part - time position


• $16.00 an hour


• Benefits: Sick Leave, Vacation Time











