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Accounting Assistant (FT)
Position Description:  Assists Finance Manager with daily financial operations of the Zoo.  Regular, full-time, non-exempt status, Monday through Friday. Employment pending criminal and driver history records.  Promotes the Zoo and its mission.
Responsible to:  Finance Manager

Essential Job Functions:
· Assists the Finance Manager in collecting and balancing daily sales reports and proceeds from retail entities.
· Retrieves daily report from website sales, balances with credit card clearing and inputs into Raiser’s Edge.
· Assists the Finance Manager in processing all other cash transactions from development, education and catering.  Secures cash for various departments as needed.

· Enters all education and development income into the database software Raiser’s Edge.

· Enters all retail sales, catering, education and development income into Peachtree.

· Balances receivables and payables and general ledger accounts.

· Assists the Finance Manager in making deposits to the bank.
· Reviews proper account coding for funding requests and enter payables into Peachtree.

· Processes accounts payable payments.

· Reconciles income recorded in Peachtree against other software (Caterease, Counterpoint and Raiser’s Edge).
· Manages and controls in collaboration with the membership manager the database software Raiser’s Edge for accuracy.
· Assists the Finance Manager in day to day operations.
· Assists the Finance Manager in preparing and completing the biweekly payroll.
· Assists budget preparation and annual audit.

· Prepare reports with Excel as required.
· Adheres to Zoo policies and protocols.

Additional Responsibilities:
· Attends monthly All Staff meetings to keep abreast of pertinent information.

· Performs other duties as requested.

Desired Training and Experience:
· Ideal candidate has minimum two-year accounting degree.

· Minimum of two years experience in accounting and bookkeeping.
· Experience with Accounts Payable and Accounts Receivable.

· Strong knowledge of Excel required.

· Familiar with Peachtree, Raiser’s Edge and a Point of Sale Software a plus.
Skills / Knowledge Required:

· Must be trustworthy and able to handle large amounts of cash with accuracy.
· Must have strong computer and mathematical skills.

· Must be fast and accurate on computer keyboard and calculator.

· Must possess a valid NYS driver’s license and maintain automobile insurance.

· Ability to work autonomously, as well as with a team and achieve goals.
Employee Signature: ___________________________________________  Date:___________
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