Regeneration
BOOKKEEPER POSITION DESCRIPTION

Regeneration is seeking a part-time bookkeeper. 
Duties: 

1. Manage all accounts payable and accounts receivable

2. Enter and submit payroll 

3. General ledger maintenance

4. Reconcile bank accounts 

5. Enter & code credit card receipts and reconcile credit card statements

6. Prepare vendor 1099’s annually 

7. Ensure all vendors files are up to date with current W-9’s

8. Coordinate monthly, quarterly and yearly closings 

9. Run monthly, quarterly, and annual financial reports

10. Run other reports as needed

11. Work with the Executive Director (or Operations Director) on annual budget

12. Work with Executive Director (or Operations Director) and outside auditor on annual audit

Qualifications:
· Bookkeeping credentials

· 3+ years experience QuickBooks Online, or comparable
· Proficiency in Microsoft Excel and Microsoft Word

Location: 
The majority of the bookkeeper’s work will be done remotely, visiting Regeneration’s Towson office as needed (approximately monthly). 

