
MEND | Meet Each Need with Dignity 
10641 N San Fernando Road 

Pacoima, CA 91331 

Phone | 818.896.0246 

www.MendPoverty.Org 

 
MEND Job Description 

POSITION TITLE: Bookkeeper 
FSLA STATUS: Non Exempt 
REPORTS TO: Chief Financial Officer 
 
JOB SUMMARY: The Bookkeeper will be responsible for assisting the Chief Financial Officer in 
maintaining a comprehensive and accurate record of income and expenses. The Bookkeeper will 
perform various accounting duties including entering invoices, preparing checks, processing deposits, 
processing payroll, and generating month-end accruals.   
 
DUTIES AND RESPONSIBILITIES:  

1. Enter general accounting functions into QuickBooks accounting system such as accounts 
payable, accounts receivable and payroll processing. Perform monthly reconciliations.  

2. Enter income and expense budgets at beginning of fiscal year into QuickBooks. 
3. Maintain a record of expenses as charges to grants; prepare reports as needed.  
4. Enter deposits and write checks in the Quickbooks accounting system. 
5. Print transaction, monthly reports, and monthly income/expense statements from Quickbooks. 

 
QUALIFICATIONS: Candidates must demonstrate the following: 

1. AA in accounting or equivalent combination of training and experience. 
2. Superior proficiency in QuickBooks and Microsoft Office (Word, Excel). 
3. Knowledge of accounting principles and procedures. 
4. Two year non-profit bookkeeping is required; specific experience in grant allocation and tracking 

foundation and business grants is strongly preferred.   
5. Time management/ability to multitask. 
6. Excellent communication and organization skills. 

 
Time Commitment: Part-Time 20-25 hours per week.    
 
Benefits: Paid holidays, two weeks annual vacation plus year-end Christmas holiday closure, and sick leave.  

 
Compensation: $18 -$20 /Hour DOE 
 
To apply please email resume (subject line: Bookkeeper) to jobs@mendpoverty.org 
 
Resumes will be accepted until August 14, 2019.  
 
The above statements reflect the essential functions considered necessary to describe the principle content of 

the job. They are not intended to be a complete statement of all work requirements or duties that may be 
inherent in the job. All positions contingent on continued funding. 
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