
Job Description

Job Title: Bookkeeper
Job Status: Full Time
Reports to: Interim Executive Director
Direct Reports: None
FLSA Classification: Exempt
Date Approved: March 1st 2024

Position Summary:
The Bookkeeper reports directly to the Interim Executive Director and is responsible for providing the
administrative support required to successfully manage both the bookkeeping and office support of
Asheville GreenWorks, an environmental conservation non-profit in Asheville, North Carolina.

Essential Duties and Responsibilities:

Bookkeeper 90%
● Oversee all phases of Accounts Payable and Receivable, including timely and accurate invoice and

check preparation and mailing, entering billing information into QuickBooks database and producing
financial reports and analyses as required, liaising with clients and vendors regarding billings and
collections, and general banking

● With minimal supervision, provide support, financial reports to the Interim Executive Director
● Support the annual financial audit
● Manage financial information for Fiscal Agencies
● Staff liaison for the Finance Committee
● Processing payments, invoices, income and receipts and entering data into accounting software or

databases then filing hard copies
● Preparing financial statements showing business income and expenditure
● Paying vendor invoices and tracking bank account balances
● Manage bank deposits and checks
● Completing E-505 monthly returns
● Verifying the accuracy of business accounts and alerting the Accountant of errors
● Recording any inconsistencies to reconcile inaccuracies
● Developing monthly financial statements including cash flow, profit and loss and balance sheets
● Preparing employee wages
● Managing employee expense claims

Office Support 10%
● Miscellaneous on-going front-office administrative tasks such as file maintenance, answering the

telephone, monitoring, email, assisting with correspondence and mailings
● Administration of insurance policy renewals, non-profit tax returns and compliance items



Position Qualifications
● Financial or accounting background and relevant experience managing an office or providing

operational assistance
● Graduation from high school with preference given to an associate's degree in bookkeeping or

accounting, or an equivalent combination of training and experience which provides the required
knowledge, skills and abilities

● Must be proficient with QuickBooks, Google Suite, Word and Excel
● A professional demeanor and the highest level of discretion in the management of confidential

financial information
● Excellent organizational, interpersonal and communication skills both oral and written
● Ability to confidently communicate via phone, email and in-person

Compensation

The salary range for this full-time, 40-hours-per-week position is $48,000. Asheville GreenWorks benefits
include a flexible working environment, a competitive health insurance package, a generous PTO and
holiday leave package (ten PTO days/fifteen after one year, five sick days, ten paid holidays and the office
is closed between Christmas and New Year’s), as well as funds for professional development.

Work Environment
Asheville GreenWorks’ is a pet friendly office based in Asheville, NC, and is the primary work location for
the position. In the spirit of our flexible work environment, some working from home is permitted; that
said, a regular physical presence in the office helps set the tone for a collaborative working environment.

Physical requirements
This position may require extended periods of sitting. Lifting up to 25 pounds may be required.

Travel Required
Occasional travel may be required for this position, up to 5%.

Other duties
This job description is not designed to cover or contain a comprehensive listing of activities, duties or
responsibilities that are required of the employee for this job. Duties, responsibilities, and activities may
change at any time with or without advanced notice.

EEO Statement
Asheville GreenWorks provides equal employment opportunities to all employees and applicants for
employment and prohibits discrimination and harassment of any type without regard to race, color,
religion, age, sex, national origin, disability status, genetics, protected veteran status, sexual orientation,
gender identity or expression, or any other characteristic protected by federal, state, or local laws. This
policy applies to all terms and conditions of employment, including recruiting, hiring, placement,
promotion, termination, layoff, recall, transfer, leaves of absence, compensation and training.

Application Process
To apply, send a letter of interest and résumé in PDF form via email to careers@ashevillegreenworks.org.
Please, no phone calls.
Application Deadline: March 22, 2024

mailto:careers@ashevillegreenworks.org

