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Job Description - Accounting Tech

25 - 30 hours/week, non-exempt Position

This position is located in the Juneau office and supervised by Operations Coordinator. This is a critical team member and interacts with all ANDVSA staff across all three offices.
Areas of Responsibility

Provide accounting services  

· Perform monthly accounting duties including, but not limited to accounts payable, accounts receivable, and processing of deposits.

· Invoice and collect member dues from Member Programs.
· Process on-line payments for accounts payable.

· Process the Mutual of America payment on a monthly basis. 

· Check Key Bank On-Line for direct deposits and enter into Quickbooks.

Assist with reporting and other related tasks

· Utilize Quickbooks to print financial reports upon request. 

· Reconcile the monthly Bank of America credit card statement.  Track down backup documents.

· Scan and send monthly reconciled bank statements to the Board Treasurer and Legal Services Program Director.

· Scan and send monthly payroll reports to the Board Treasurer.

· Create monthly timesheets and administer to staff; track requested leave, and collect/review timesheets for payroll.

· Process 1099-MISC forms in January.

Support other ANDVSA teams and departments
· Make copies of pre-paid expenses for the Financial Administrator.

· Make copies of deferred revenue for the Financial Administrator.  

· Review reconciled travel forms for the Legal Services Program. 

· Prepare for and participate in the yearly audit.

· Other duties as assigned.
Contribute to the achievement of the ANDVSA strategic plan and other duties as assigned.
Qualifications: Must have a working knowledge of Quickbooks, Excel, Accounts Payable and Receivable and able to invoice, arrange and track travel, prepare for audit, willingness to adhere to the Network’s philosophy, policies and procedures; commitment to the elimination of personal and societal violence in the lives of women and children.  
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