Kids’ Corps, Inc.

Position Description


Bookkeeper
Under the direction of the Accountant, the Bookkeeper is responsible for assisting with the fiscal and business operations of Kids’ Corps, Inc. In accordance with Head Start Performance Standards and other applicable regulations and their subsequent amendments, this position: 
ESSENTIAL FUNCTIONS

Key Performance Area: Accounts Payable

· Reviews invoices for proper functional and program coding and proper authorization and completes timely payment of all liabilities
· Ensures W-9s are completed by vendors as needed
· Ensures vendor files in QuickBooks are accurate and up to date
· Provides vendor reports to Executive Director as requested
· Supports compliance with agency procurement policies by ensuring required documentation is on file for all vendors and contractors before any payments are made 
· Ensure that cash card and credit card expenditures are properly documented

Key Performance Area: Accounts Receivable

· Ensure that timely, accurate, correctly coded deposits are made into our bank account as needed
· Maintains accurate records for all donations and in-kind services 
· Prepares all Child Care Program related invoices, tracks co-payments and reimbursements and ensures follow-up on past due accounts. Communicates regularly with staff about childcare contracts and co-payment status 
· Prepares monthly allocation in QuickBooks for the Child and Adult Care Food Program (CACFP) 
· Consults with Financial Services contractor re: receivables to write off 
Key Performance Area: Payroll/benefits

· Coordinates accurate payroll deductions with the Human Resources Manager and ensures timely payment of all payroll liabilities. 
· Completes timely tax payments to IRS

· Determines funds needed to meet payroll and payable liabilities and notify Executive Director to complete electronic transfers as needed
Key Performance Area: Records/Budget/Reports/General Ledger

· Maintains records for all insurance policies, leases, licenses and contracts
· Conducts annual inventory with assistance from program staff 
· Provides Accountant and Financial Services contractor the items needed to maintain the general ledger
· Works with Accountant and Financial Services contractor to provide records needed for the annual independent audit
· Works with Accountant and Financial Services contractor to provide items as needed for monthly financial reports and quarterly cash reports
· Works with Executive Director as needed to complete grant applications
Other Duties

· Maintains confidentiality of program, staff and participant information
· Other duties as assigned
· Demonstrates professional conduct and behavior
MARGINAL FUNCTIONS

Perform other assignments as requested by supervisory staff

Participate in planning process as directed

Participate in self assessment process as directed

Position Information

Schedule: 40 hours per week/year round
Reports to: Accountant 
Supervises: None

Requirements: High School Diploma/GED + 12 months experience working in a similar position

Prefer: 2-year degree in accounting or related field 
Starting Salary: Prior experience in bookkeeping may be considered in lieu of college education 
	HSD/GED + 12 months experience
	Associate’s Degree

	Bachelor’s Degree 

	$24.65
	$27.12
	$29.83


There is a 10-step wage scale built into this position that occurs annually.

Introductory Period: 90 Days 
Other Requirements:

Certifications:

Current and approved background check with Municipal Licensing (requires fingerprinting and Interested Person’s Report from the State of Alaska)

Proof of United States employment eligibility as required on the I-9 form

Experience with QuickBooks and Excel
Abilities:

Must be able to evacuate self, children, and parents from building safely in the event of an emergency

Able to work cooperatively with other adults

Able to maintain confidentiality of program information

Effective written and verbal communication abilities

Physical Abilities:

To see the list of physical abilities per position, email the Human Resources Manager.
This Job Description describes the essential functions and qualifications for the job described. It is not an exhaustive statement of all the duties, responsibilities, or qualifications of the job. This document is not intended to exclude modifications consistent with providing reasonable accommodation for a disability. This is not a contract. Your signature below indicates that you have read the job description and understand the essential functions of your position. 

PAYROLL INFORMATION:

· Timesheets are due every other Friday.

· Pay dates bi-weekly, alternating Fridays from timesheets.

· Payroll checks are direct deposited or mailed to employees on the pay date.

· This position is dependent upon availability of funding (all positions are grant funded). 

All positions may be required to work occasional evening and/or weekend (usually Saturday)

Personnel Policies and Procedures are available on the Internet at http://kcialaska.org
All employment with Kids’ Corps is “at will”. This means that the employee or Kids’ Corps may terminate employment at any time and for any reason with approval from the Head Start Policy Council. No term of employment is expressed or implied by this job description.

Employee Signature: ________________________________________________ Date: __________________

September 2025

