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UPPER PENINSULA ANIMAL WELFARE SHELTER

POSITION DESCRIPTION

	JOB TITLE
	Bookkeeper/ Administrative Assistant

	EMPLOYEE NAME
	Vacant

	FLSA STATUS
	Non-Exempt
	SALARY LEVEL
	$13.00 -$15.00 per hour, BOE

	STATUS
	Full Time
	LOCATION
	Marquette County 

	REPORTS TO
	Executive Director
	
	


POSITION SUMMARY: The Bookkeeper/Administrative Assistant provides administrative support for the UPAWS Executive Director.
EDUCATIONAL AND QUALIFICATION REQUIREMENTS: Associate degree in business or accounting, or equivalent experience. Preferred minimum of two year’s work experience directly related to the duties and responsibilities of the position. Prefer experience in personnel and office management. Strong interpersonal and communication skills (both oral and written) and the ability to work effectively with a wide range of constituencies. Knowledge of the fiscal management principles and practices in preparation of budget formulation and financial reports. Excellent computer skills, including proficiency in using word processing, spreadsheets, data bases and Quickbooks. Ability to establish priorities, maintain confidentiality, and work in collaboration with the Executive Director and staff. Ability to manage competing priorities. Possess a valid Michigan driver’s license and be deemed an acceptable risk by the insurance carrier.

ADDITIONAL SKILLS AND ABILITIES: Practical understanding and commitment to UPAWS Mission and Vision. Ability to gather data, compile information/notes, and prepare reports, memos and letters. Ability to communicate effectively, verbally and in writing.  Ability to create, compose, and edit written materials. Skills in the use of personal computers and related software. Strong analytical skills, ability to learn and effectively use information management systems (Neon). Detail oriented with superior organizational skills. Highly motivated with ability to work independently. Ability to receive direction from the Executive Director through oral and written instruction.
ESSENTIAL DUTIES include the following; other related duties may be assigned by the Executive Director:
Bookkeeper functions:
· Complete bi-weekly payroll and maintain payroll and fringe benefits (AFLAC, SIMPLE Plan) database

· Enter employee approved timesheets into Quickbooks and file required payroll taxes
· Reconcile monthly bank account and investment statements and review with Treasurer and Executive Director

· Maintain database to track bequests in Quickbooks for appropriate reporting

· Ensure all electronic donation information is entered into Quickbooks and/or Neon
· Maintain Accounts Payable including disbursement of funds for all shelter operations

· Maintain Accounts Receivable, including preparation of all invoices

· Obtain required signatures for all bills/invoices and checks

· Assist with recording new assets and updating fixed asset list and depreciation schedule

· Enter all financial transactions into Quickbooks accurately and in a timely manner

· Document deposits in Quickbooks

· Document/Enter credit card charges and petty cash receipts into Quickbooks

· Reconcile all accounts in Quickbooks against statements

· On a monthly basis, run and print Profit & Loss and Balance Sheet with previous year comparison for Board and Executive Director review and approval

· Analyze monthly financial reports and address any variances with Treasurer

· Reconciliation of monthly municipal billing per existing contractual agreements

· Prepare and/or maintain appropriate financial records according to Federal, State, Local laws/statutes, comply with the auditor’s recommendation and general accounting practices

· Assist with annual audit as needed 

· Maintain calendar of financial document deadlines and ensure adherence

· Assist the UPAWS Treasurer and applicable staff on an as-needed basis based upon written or verbal request from the UPAWS Board of Directors

· Assist in the review and development of policies and procedures, manuals and organizational forms that may be identified to improve financial record keeping for UPAWS

Administrative Assistant Functions:
· Receive and review all incoming mail daily, route mail for proper distribution, prepare outgoing mail, determine appropriate postage, and ensure delivery to intended destination

· Perform record keeping utilizing policies & guidelines, establish, maintain, and update files

· Compose, edit, and type routine correspondence, forms, requisitions, proposals, etc.
· Provide special reports as requested by the Executive Director 

· Assist in compiling data/statistical report for grant proposal preparations and newsletters
· Compile monthly statistical animal reports, including the Shelter Animals Count and monthly UPAWS Board of Directors “Year to Date Statistics” report 
· Oversee and maintain schedule for UPAWS Community Room usage

· Assist Executive Director in organizing and coordinating program related community events and conferences
· Perform assigned tasks based on general methods, procedures, policies, and goals established by the Executive Director 

Supervision Exercised: None.
Work Environment: Working hours vary depending on scheduling of programs and often include evenings, weekends, and holidays in addition to daytime hours. Must be able to tolerate loud working conditions and strong odors. 
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to limit or in any way modify the right of the Executive Director to assign, direct and control the work of employees under his/her supervision. The use of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of a similar kind or level of difficulty.
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