
Job Announcement 

Alternatives Inc., founded in 1973, is a nationally recognized youth development nonprofit whose vision 

is, “Healthy, principled, and creative young people valued as members of the community.” Everything 

we do is designed to build the specific assets that support young people as they grow into creative, 

compassionate and responsible adults. 

Alternatives, Inc. seeks an Accountant/Bookkeeper. Under the direction of the Executive Director the 

Accountant/Bookkeeper will be an important part of the Alternatives team, maintaining its financial 

records; preparing weekly, monthly, and quarterly reports; and execute its financial administrative 

functions. 

RESPONSIBILITIES: 

 Maintains subsidiary accounts by verifying, allocating, and posting transactions. 

 Balances subsidiary accounts by reconciling entries. 

 Balances general ledger by preparing a trial balance; reconciling entries. 

 Maintains historical records by filing documents. 

 Record and manage all revenue and disbursements through QuickBooks 

 Write and disburse checks bi-weekly 

 Manage agency time-keeping platform to ensure accurate recording and reporting and tracking 

of staff annual and sick leave.  

 Manage accounts payable and provides oversight and review with contracted Bookkeeping staff  

 Allocate weekly revenue to appropriate donors and accounts 

 Prepares financial reports by collecting, analyzing, and summarizing account and data 

information and trends 

 Complies with federal, state, and local legal requirements by studying requirements; enforcing 

adherence to requirements; filing reports; advising management on needed actions 

 Financial management of grants and fiscal sponsorship funds 

 Maintains office services by organizing office operations and procedures; preparing payroll; 

controlling correspondence; designing filing systems; reviewing and approving supply 

requisitions; assigning and monitoring clerical functions 

 Implements budget process and timeline; provides monthly updates for Board and Executive 

Director and staff 

 Works with accountants in preparing annual audit  

 Assist Executive Director in departmental budgets and annual budget preparation  

 Manages records of fundraising and donations, including donor database 

 Manage agency application and participation in the Neighborhood Assistance Program for 

Education (NAPE Credits) 

 Manage agency lease documents, inventory of fixed assets, and DUNS, EVA, and SAM 

registration 

 Generates 1099's and W-2's; prepares financial and necessary documents for audit and 990 

preparation 

 Serve as liaison with Bookkeeping Service, Auditor, Tech Support, and Insurance and Benefit 

providers  



QUALIFICATIONS: 

 Bachelor’s or Associates degree in Accounting plus a minimum of three years' relevant 

experience 

 Excellent written, communication, and research skills. 

 High Proficiency in Microsoft Office and QuickBooks Desktop 

 Excellent team player with abilities to work effectively with staff as well as work well 

independently 

 Detail oriented, accurate and can maintain confidentiality 

 Ability to work collaboratively with different staff in various disciplines/departments 

 Ability to work independently and manage time effectively 

KNOWLEDGE AND COMPETENCIES: 

 Strong management and business acumen; ability to recognize risks 

 Inspirational and collaborative style that will encourage colleagues to achieve results 

 Ability to effectively manage competing priorities energized working in a fast-paced 

environment 

 Sound judgment, high integrity, and ability to maintain strict confidentiality 

 Awareness and interest around issues regulated to diversity, inclusion, and equity 

Job Type: Full-time 

 Salary: $45,000.00-$50,000/year. Benefits include dental insurance, life insurance, short- and 

long-term disability, retirement, and annual/sick leave.  

Experience: 

 Accounting: 3-5 years of progressively responsible experience (Preferred) 

 

Qualified applicants should submit a resume and references to rjohnson@altinc.org  

 


