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Job Title – Accounts Payable Clerk  
Reports to – Director of Finance
Job Classification –Part Time
Schedule – Flexible hours, M-F

Salary – $15 - $17.50 per hour depending on experience 
Job Summary:  
The Accounts Payable Clerk will perform administrative tasks and services to support effective and efficient operations of the organization’s finance department. 
 
Essential Duties & Responsibilities:

· Accounts Payable

· Receives and verifies expense reports; reconciles expense and other financial reports with account balances and other office records.

· Facilitates payment of vendors.

· Ensures outstanding obligations are credited upon payment.

· Assists with accounting records and ledgers by reconciling monthly statements and transactions.

· Accounting

· Prepares financial reports and various accounting statements.
· Prepares necessary payroll reports.
· Assists finance, business office, and management teams as needed.
· Assists with annual agency audit.
Required Skills/Abilities:

· Extensive knowledge of general financial accounting and cost accounting.
· Understanding of and ability to adhere to generally accepted accounting principles.
· Proficient with Microsoft Office Suite or related software.

· Proficient with or the ability to quickly learn the organization’s HRIS.
· Excellent verbal and written communication skills.

· Excellent organizational skills and attention to detail.

Education & Experience:

· Associate degree in Accounting, Finance, or related discipline preferred

· Entry Level bookkeeping experience preferred 
How to Apply: 

Send resume and cover letter to Jerri Washington, Director of Finance, at hroffice@nh-milw.org
NEIGHBORHOOD HOUSE HISTORY AND IMPACT:

The Neighborhood House of Milwaukee inspires discovery in children and families of all backgrounds, encouraging lifelong learning and confident leadership. Founded in 1945 as community center for urban youth, families and seniors, we have expanded our service footprint and programming to include high quality early childcare, after school programs for youth and teens, adult education for refugees, parenting support and environmental education for families and school districts throughout the Milwaukee metropolitan area. We believe the power of unleashing the full potential and full expression of one person has benefits that carry over into other aspects of life, including a better sense of belonging to self and community. Whether we are a safe refuge or a pathway for more opportunity, all those served have the same access to our diverse community of exceptional childcare and educational enrichment designed for long-term success. For more information, please visit 

Much more program info is available at https://neighborhoodhousemke.org/
Neighborhood House is an AA and Equal Opportunity Employer
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