
 
 

Created:  May 2, 2017 

CENTRUM 
Job Description 

JOB TITLE:       Full-Charge Bookkeeper 
JOB STATUS:   Full-Time Non-exempt Position with Benefits 
REPORTS TO:  Executive Director 

Overview 
 

This position handles or oversees all accounting functions at Centrum through production of the 
financial statements. This includes working according to generally accepted accounting practices 
to perform AP/AR functions; General Ledger and journal entries; working with the Executive 
Director and appropriate department heads to prepare the annual budget; and providing monthly 
reports to Centrum’s Board of Directors. Additional duties include maintaining accurate record 
of all financial transactions; reconciling and balancing accounts; and compiling reports to show 
statistics, such as cash receipts and expenditures, accounts payable and receivable, profit and 
loss, and other items pertinent to the operation of business. Some supervisory duties are also 
required. 

Essential Functions 
 

General 
 This position supervises the Finance Assistant and is responsible for coaching, evaluating 

and participating in hiring and termination, as needed, for this position, working closely with 
Human Resources and the Executive Director in conducting these and other Human 
Resources related activities in the Finance Department. 

Financial Management 
 Facilitate and manage financial transactions from resource development, ticketing, 

registration, and merchandising. 
 With support from the Executive Director and the Treasurer of the Board, take responsibility 

for maintaining, implementing, and keeping current the organization’s financial policies 
 Provide on-time reports, including profit & loss statement, balance sheet, and statement of 

cash flows, to staff and Board of Directors 
 Facilitate and manage organizational budgeting in alignment with strategic goals 
 Coordinate supporting schedules and year-end reporting for auditor 
 Develop mechanisms that include minimum cash threshold to meet operating needs 

Accounting and Bookkeeping 
 Process cash receipts from all sources, including donations, registrations, admissions and 

accounts receivable 
 Monitor credit card rates and shop for and negotiate new rates as appropriate 
 Manage accounts receivable. Prepare invoices as needed, building partner rentals and 

Internet usage (partner billings), school-paid registrations, and employee charges; Apply 
payments as received, monitor slow-paying accounts, performing collections as needed 

 Assure preparation and deposit of daily bank deposits; Reconcile bank and credit card 
statements monthly. 
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 Manage accounts payable, forward vendor invoice copy to appropriate personnel for 
approval. Enter invoices to the accounting system and pay invoices in a timely manner, 
discounting bills when appropriate. 

 Work with payroll company in preparing the payroll, to be distributed on the 15th and 31st of 
the month; Assure accurate accrual of vacation and sick leave for qualifying employees; 
Assure all payroll quarterly and annual filings are completed 

 Manage cash disbursement; Process vendor and payroll checks; Reconcile and reimburse 
petty cash as needed; Order cash from bank for workshop, performance and festival tills and 
performer/faculty fees; Prepare startup cash sheets for all tills; provide startup tills with 
appropriate bank bags, cash boxes, etc., to designated personnel 
 

Other Duties 

 Some weekends and evening hours required 
 Assist/backup Human Resources as requested 
 Overall support of program events at Centrum 
 Other duties as assigned and developed in collaboration with the Executive Director 

 

Qualifications 
 

 Associate’s or Bachelor’s degree in related field such as bookkeeping, accounting or business 
administration or equivalent combination of education and experience 

 Minimum of three years of bookkeeping experience with two of those as a full-charge 
bookkeeper of equivalent 

 Must be able to pass a criminal background check and be insurable on Centrum’s auto 
liability policy if driving is determined to be a necessary duty of the position 

 Must be willing and able to work weekends and evenings when needed 
 

Core Competencies  
 

 Team player 
 Fluency with QuickBooks, MS Office, and other pertinent software 
 Excellent planning, organizational and analytical skills 
 Ability to handle highly sensitive and confidential situations and information diplomacy, tact 

and confidentiality 
 Ability to work in a team environment while managing and prioritizing multiple tasks 
 Excellence in attention to detail in composing, typing and proofing materials, establishing 

priorities, managing multiple tasks and meeting deadlines 
 Self-starter 
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