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www.journeyhouse.org 

Journey House Job Description

Job Title:
Bookkeeper
Reports to:
Controller
FLSA Status:
Part-Time, 20 hours per week
Prepared Date:
December 10, 2010
Anticipated Start Date: Immediately
SUMMARY:  This position works closely with the Journey House Controller to assure that fundamental accounting tasks are performed accurately in a timely manner.
This position works closely with the Journey House controller to assure that fundamental accounting tasks are performed accurately in a timely manner.
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

1. Prepare payroll journal entries.

2. Bank deposits.

3. Process accounts payable and receivables.

4. Assist In preparation of monthly cost reports.

5. Assist with yearend audit.

6. Attend and participate in Journey House staff, and team meetings and all special events.

7. Perform other relevant tasks as assigned.
QUALIFICATIONS:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE:
· Minimum of an Associate’s Degree in Accounting preferred or two to three years of experience performing the above tasks.
· Experience working with non-profit preferred.
· Attention to details, great organization skills, ability to work without direct supervision.
· Proficient in Microsoft Office applications [Word, Excel, PowerPoint], database and Internet.
· Dependable and flexible.
· Residents of the Clarke Square neighborhood or near south side of Milwaukee [zip codes 53204 or 53215] will receive strong consideration.

PHYSICAL DEMANDS:

 The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  While performing the duties of this job, the employee is regularly required to talk and hear.  The employee frequently is required to sit.  The employee is occasionally required to use hands to finger, handle, or feel.  Specific vision abilities required by this job include close vision and ability to adjust focus.

WORK  ENVIRONMENT:  
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The work environment is primarily office space.
Submit Letter on Interest, Resume and Career History Form by email to:
jobs@journeyhouse.org 
Career History Form can be downloaded from our website: www.journeyhouse.org.
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