JOB ANNOUCEMENT – TO BE FILLED IMMEDIATELY

DISABLED RESOURCES CENTER, INC.

2750 E. SPRING STREET, SUITE 100

LONG BEACH, CA  90806

JOB TITLE:  Bookkeeper
GENERAL STATEMENT OF DUTIES:  Performance of bookkeeping 
SUPERVISION RECEIVED:  Executive Director 
SUPERVISION EXERCISED:  None

TYPICAL WORKING CONDITIONS:  

Primary work is performed in the office. Occasional off-site work.  

ESSENTIAL FUNCTIONS:

1. Code, input, pay vendor invoices.

2. Summarize and submit payroll for payroll service.

3. Code, input, deposit cash receipts.

4. Prepare monthly bank reconciliations.

5. Prepare monthly billings.

6. Prepare monthly financial statements.

7. Prepare grants and operating budgets.

8. Oversee financial management for various governmental grants.

9. Assist organization’s independent auditor with the annual financial/compliance audit.

10.  Other duties as assigned.

PERFORMANCE REQUIREMENTS:  Knowledge, skills, and abilities
Excellent oral and written communications skills. Knowledge of accounting and business management practices and current standards. Computer skills related to accounting programs: Microsoft Word and Excel, critical.
EDUCATION/EXPERIENCE:

Minimum Requirement: Minimum 2 years experience in bookkeeping, accounting or business related field. Non-profit experience preferred.  
STATUS OF POSITION: Non-exempt, part-time (28 hrs. per week). All positions subject to funding availability. DRC is an equal opportunity employer. Employment with DRC is for no definite period and can be terminated with or without cause and with or without notice at any time by either party.

DRC is an Equal Opportunity Employer

People with disabilities are encouraged to apply

Please FAX your cover letter and resume to (562) 427-2027

Attn: Dolores Nason, Executive Director 

Revised 4/4/12


