Deaf and Hard of Hearing Services
						Job Opening			

Part-Time Bookkeeper

The part-time bookkeeper possesses good fundamental understanding in all aspects of accounting and proficient with a computerized bookkeeping system. Has good understanding of spreadsheets and balance sheets. Maintains records and ledgers on daily and monthly basis of all transactions that go through Deaf and Hard of Hearing Services.

Job Description:
Demonstrates skills in providing information on the status of accounts receivable and accounts payable, communicates with the Interpreter Referral Specialist regarding the billing/invoicing process for the interpreters, shows organization skills with money for registration and transactions related with workshops and events year-round, handles various aspects of general ledger, accounts receivable, accounts payable and other reporting functions, exhibits knowledge of cash flow statement, balance statement, profit & loss, and accrual information for all programs, grants, building, anything related with the agency, knowledge of payroll including staff employees’ and contracted employees’ wages, records, withholding taxes, sending payroll out in a timely manner, and conducts an audit with our independent accounting company.
.
Requirements: 
Part-time at 20 hours a week. Salary negotiable. Must display a professional approach with bookkeeping and mandatory experience with QuickBooks software. Knowledge of American Sign Language and deaf culture encouraged but not required. 

Submit your cover letter and resume to Katie Prins, Executive Director, at kprins@deafhhs.org or fax to 616-732-7365 or mail to P.O. Box 8812, Kentwood, MI 49518-8812.


