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Accounting & Administrative Clerk  
 

 

DATE: November 2022 FLSA: NON-EXEMPT 

REPORTS TO: Finance and Operations 
Administrator 

HOURS: PART-TIME NTE 20 hours/week 
(Hybrid work hours) 

DEPARTMENT: ADMINISTRATION WAGE RANGE: $20-25 /hour 

 
JOB SUMMARY 
 
The Accounting & Administrative Clerk independently performs fiscal and administrative duties to ensure accurate 
management of the organization’s daily financial and operational activities. This detail-oriented position requires general 
ledger accounting and fund accounting with multiple grants, working closely with the Finance and Operations Administrator.  

 

ESSENTIAL ACCOUNTABILITIES & RESPONSIBILITIES 
 

1. Oversees centralized invoicing system and the data entry process, maintaining an accurate record of financial transactions 
2. Assists with processing accounts payable and accounts receivable, recording debits and credits 
3. Monitors department general email inbox account, vendor correspondences, and sorts and distributes mail.  
4. Works with Finance and Operations Administrator on monthly reconciliations (e.g. payroll reports, bank and credit card 

statements) 
5. Maintains financial filing systems and file retention based on best practice and organizational policies. 
6. Assists in preparing tax forms, the annual operating budget and monitoring variances, supports year-end closing and 

gathers compliance documents needed for the annual Audit. 
7. Coordinates with the Executive Assistant to support regular functions in the front office.  

 
OTHER DUTIES 
This job description is not designed to cover or contain a comprehensive listing of all activities, duties or responsibilities that 
are required of the employee for this job. Duties, responsibilities, and activities may change at any time with or without notice.  
 
REPORTS TO: Finance and Operations Administrator 
 
TRAVEL: None 

 

QUALIFICATIONS/SKILLS 

▪ Preferred: Associate degree in Business with a concentration in finance or accounting or a certified Bookkeeper with 
two years’ experience in bookkeeping and general office management, preferably in a small business or non-profit 
setting. Advanced proficiency in QuickBooks. 

▪ Basic accounting knowledge and accounting best practices; knowledge of accounting frameworks like GAAP 
▪ High attention to detail, proficiency in Microsoft Excel and QuickBooks. 
▪ Demonstrated data entry skills and produce work with a high level of accuracy. 
▪ Adept at learning and using various software or databases. 
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COMPETENCIES 

▪ Professionalism: to include excellent written and verbal communication skills and ability to stay organized. 
▪ Supportive of the mission of Smart Beginnings VA Peninsula 
▪ Ability to manage multiple tasks with changing deadlines, working extremely well under pressure and in hectic periods 
▪ Proven ability to work accurately, efficiently, with reasonable flexibility, and good humor 
▪ Ability to preserve confidentiality of information and exercise discretion 
▪ Ability to work with minimal supervision while recognizing scope of authority, keeping the Finance and Operations 

Administrator apprised of dilemmas or unusual situations 
 
ESTIMATED ON-THE-JOB TRAINING TIME: 1-3 months 

WORK ENVIRONMENT:  This job operates in a professional office environment. This role routinely uses standard office 
equipment. Work schedule is flexible with an agreed upon schedule for teleworking from time-to-time. 

PHYSICAL DEMANDS:  The physical demands associated with the job are representative of those that must be met by an 

employee to successfully perform the essential responsibilities of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential responsibilities. 

EEO STATEMENT:  SBVP provides equal employment opportunities (EEO) to all employees and applicants for employment 
without regard to race, color, religion, sex, national origin, age, disability, or genetics. 

 

TO APPLY: Send resume and cover letter to jobs@smartbegininingsvp.org 
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