JOB ANNOUNCEMENT
Kidco Head Start is accepting applications for a BOOKKEEPER to work in the Lebanon area. Kidco Head Start is a comprehensive preschool program in Linn and Benton Counties for children from low-income families and children with special needs.

POSITION:  


Bookkeeper
TERMS OF EMPLOYMENT: 
This recruitment is to establish a pool of qualified applicants for possible future 




opening 
SALARY SCALE:  

$2,531 per month

HOURS: 


40 hours per week,




Occasional evening meetings required

QUALIFICATIONS:
( 
Bachelor’s degree in accounting or related field and minimum of one year experience in full cycle bookkeeping OR the equivalent combination of education, training and experience.
( 
Strong computer skills to include: word processing, spreadsheets, accounting software, e-mail and internet. Quick Books experience required.
(
Thorough knowledge of double-entry bookkeeping and fund accounting.
(
Knowledge of wage and hour laws.
(
Strong organizational, recordkeeping and time management skills.
(
Ability to establish and maintain effective working relationships with parents, staff and public.
(
Must obtain physical exam (including negative TB test), First Aid/CPR card and Food Handler’s card within 30 


days of employment.
(   Willingness to participate in on-the-job training.
(   Must be enrolled and maintain eligibility in the Child Care Division’s Central Background Registry.
(
Available transportation.
RESPONSIBILITIES:
(
Accounts Payable: review vouchers and match with invoices and payment authorizations, process invoices through Quick Books by coding accurately, prepare checks for signature, maintain and balance cash disbursements journal and audit and correct insurance/benefit billings
(
Payroll: Calculate, print and insure distribution of paychecks utilizing a computerized payroll system, prepare and submit monthly, quarterly and yearly tax and related reports/payments, prepare reports such as monthly sick/personal leave, monthly retirement worksheet and reports for insurers
(
Recordkeeping and Reporting: prepare Form 990, Form 269, Form 272, monthly financial reports, quarterly 


payroll reports, financial status reports, annual OPP financial report and audit reports 
(
Participate in overall program planning, operation, training and evaluation
POSITION OPEN UNTIL FILLED
USDA AND THE STATE OF OREGON ARE EQUAL OPPORTUNITY PROVIDERS AND EMPLOYERS
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Kidco Head Start reserves the right to cancel this recruitment without notice
