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The Creamery Arts Center
411 N. Sherman Parkway 

Springfield, MO 65802
417-862-2787(ARTS)

www.SpringfieldArts.org
Open Position: Bookkeeper
The Springfield Regional Arts Council (SRAC) seeks qualified candidates for the position of Bookkeeper. This position could be part-time or on a contract basis with an option to work remotely. Interested applicants should email a cover letter explaining interest in and qualifications for the position along with a resume to Leslie Forrester, Executive Director, at LeslieF@SpringfieldArts.org. For more information about the position, review the job description below. 
The SRAC, incorporated in 1978, connects people and the arts. It supports visual, performing, literary, and film/media arts organizations and artists within 27 counties, the largest outreach of any in the state of Missouri. The current mission of the SRAC is to transform lives and enrich our community through the arts. The SRAC also manages The Creamery Arts Center, which houses the offices of the SRAC, Springfield Symphony Orchestra, Springfield Ballet, Ozarks Lyric Opera, Any Given Child, and Men’s Chorus of the Ozarks as well as a board room, classrooms, arts library, exhibition hall, film editing bays, shared costume and set design shops managed by the Springfield Little Theatre, and instrument storage.
[image: image2.jpg]



   

JOB TITLE: 

Bookkeeper

DATE:
             

January 2016

REPORTS TO:       
Executive Director


PRIMARY PURPOSE OF JOB

This position is responsible for maintaining the financial records by accurately recording day-to-day financial transactions and preparing financial reports.

ESSENTIAL FUNCTIONS AND PERFORMANCE AREAS


· Maintain all financial data for the Arts Council and fiscal programs.

· Process payroll in a timely manner including benefit deductions and payroll tax reporting.

· Pay bills and issue invoices.

· Receive and deposit all income; make bank deposits and prepare receipts.

· Conduct monthly reconciliation of bank account.

· Monitor cash flow and bank accounts.

· Prepare monthly and quarterly financial statements and reports.

· Lead budget preparations.

· Prepare government forms (W4, 941, W2, 1099, MO registration report) while meeting deadlines and guidelines set forth by IRS; comply with local, state, and federal government reporting requirements.

· Assist with financial aspects of grant applications, reporting, and maintenance.

· Meet with Budget & Finance Committee.

· Maintain personnel records while ensuring privacy of employee and organization information.

· Assist with annual audit and preparation of Form 990.

· Maintain an orderly filing system.

· Provide backup for clerical duties including light technical support.

· Other duties as assigned.

KNOWLEDGE, SKILLS AND ABILITIES

· Knowledge of generally accepted accounting principles and tax implications.

· Solid understanding of basic bookkeeping and accounts payable/receivable.

· Proven ability to calculate, post, and manage accounting figures and financial records.

· High degree of accuracy and attention to detail.

· Ability to work with auditor and CPA.

· Ability to meet deadlines and maintain confidentiality.

· Computer proficiency in Microsoft Word, Excel, Outlook and other standard office programs.

· Ability to perform computerized accounting in QuickBooks.

· Ability to perform administrative functions.

CORE COMPETENCIES

Collaboration - Working effectively and cooperatively with others; establishing and maintaining good working relationships.

Building Trust – Interacting with others in a way that gives them confidence in one’s intentions and those of the organization.

Follow-Up - Monitoring the results of delegations, assignments, or projects, considering the skills, knowledge, and experience of the assigned individual and the characteristics of the assignment or project.

Information Monitoring - Setting up ongoing procedures to collect and review information needed to manage an organization or ongoing activities within it.

Managing Work (includes Time Management) - Effectively managing one’s time and resources to ensure that work is completed efficiently.

Quality Orientation - Accomplishing tasks by considering all areas involved, no matter how small; showing concern for all aspects of the job; accurately checking processes and tasks; being watchful over a period of time.
EDUCATION, TRAINING AND EXPERIENCE REQUIREMENTS

· High school diploma or equivalent (GED) is required; Bachelor’s Degree is preferred.

· Two years previous bookkeeping experience preferred.

· Prior QuickBooks experience is preferred.

PHYSICAL CONTEXT AND WORK ENVIRONMENT
	Physical Requirements
	Percentage of Work Time Spent on Activity

	
	0-24%
	25-49%
	50-74%
	75-100%

	Seeing:  Must be able to see well enough to read documents and see computer screen.
	
	
	
	X

	Hearing:  Must be able to hear well enough to communicate with others.
	
	
	
	X

	Sitting:  Must be able to sit for long periods of time.
	
	
	
	X

	Standing/Walking:  Must be able to move about the work area.
	X
	
	
	

	Climbing/Stooping/Kneeling:  Must be able to stoop or kneel to file, carry or pick items up off the floor.
	X
	
	
	

	Lifting/Pulling/Pushing:  Must be able to lift 20 lbs. with or without reasonable assistance.  
	X
	
	
	

	Grasping/Feeling:  Must be able to type and use equipment and electronic devices.
	
	
	
	X


Working Conditions

Normal working conditions in an office environment absent extreme factors.  Evening and weekend work may be required.

The statements herein are intended to describe the general nature and level of work being performed, but are not to be seen as a complete list of responsibilities, duties, and skills required of personnel so classified.  Also, they do not establish a contract for employment and are subject to change at the discretion of the employer.

__________________________________________

____________________________

Applicant Signature





Date
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