
October 2019 

 

Jackson County Interfaith Volunteer 
Bookkeeper 

Job Description 
 
Position Summary: 
The Bookkeeper assists in managing the daily, monthly, and yearly financial reports for 
Interfaith Volunteers. 
 

The Bookkeeper is a part-time positon, working approximately 15 hours a week, occasionally 
called upon to work additional hours. 
Reports to:  Program Director 
 

Duties & Responsibilities: 

 Warmly greet clients, volunteers, donors, and others in person and over the phone. 

 Assist in record keeping, planning, and evaluation of the program to understand the 
impact of services. 

 Assist in grant reporting. 

 Provide financial reports as needed. 

 Assist with creating and sending informational mailings, thank you letters, newsletters, 
and donor appeals. 

 Assist with developing and implementing special events.   

 Assist in updating JCIVC website. 

 Design and implement press releases, social media posts, event posters, and other 
communications in order to ensure ongoing public awareness about the organization.  

 Manage and order supplies within the budget guidelines. 

 Other duties as assigned. 
 
Skills 

 Prior experience working with volunteers in a non-profit setting preferred but not 
required. 

 Familiarity with grant writing and grant reporting. 

 Possess an understanding of organization’s services for the purpose of data entry and 
production of reports.   

 Experience and understanding of non-profits. 

 Exhibit strong organizational skills, as well as understanding of faith-based and 
community-based non-profit programs.   

 Knowledge and proficient use of technology, including Microsoft Office, Quickbooks and 
other computer programs as needed. 

 Serves others with compassion.  

 Ability to proof and edit public relations material. 

 Select, develop and motivate people to create a positive work and volunteer environment.  

 Resolve problems quickly and effectively and determine appropriate course of action, 
which is then reported to the Program Director.   

 Exhibit flexibility and possess well developed interpersonal skills. Excels in personal 
interactions with the staff and volunteers at all levels of the organization. 

 Must have the ability to work with diverse populations.  

 Must be able to keep sensitive information confidential.   


