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LAWRENCE
BOOKKEEPER JOB DESCRIPTION - JANUARY 2012

Groundwork Lawrence (GWL), a 501(c)3 non-profit organization, has been making change happen in Lawrence, Massachusetts since 2001.  Through its environmental and open space improvements, food security programs, youth education, employment initiatives, and community programming and events, GWL creates the building blocks of a healthy community, and empowers Lawrence residents to improve their quality of life.  GWL achieves results by engaging the whole community – residents, youth, non-profits, government and businesses – in the planning and realization of its projects.  With this collaborative approach, GWL ensures that all stakeholders are mutually invested in its outcomes, the key to stable neighborhoods and sustainable change. 

GWL’s mission and operations are premised on the understanding that environmental conditions are inextricably linked to the economic and social health of a neighborhood.  As a consequence, GWL is committed to “changing places and changing lives” through on-the-ground projects that help to transform local communities.  GWL’s mission is “to bring about the sustained regeneration, improvement and management of the physical environment by developing community-based partnerships which empower people, businesses and organizations to promote environmental, economic and social well-being.”  

Our projects and programs are designed to:
· Increase Opportunities for Physical Activity through the development of parks, trails and recreational facilities that are safe, welcoming, and accessible to all;
· Increase Access to Healthy Food by creating a citywide network of community and schoolyard gardens, managing farmers markets, and expanding access to community-supported agriculture; 
· Improve the Quality of Our Air, Water and Land through brownfield redevelopment, volunteer cleanups, tree planting, and integration of low-impact development techniques; 
· Support Biodiversity by implementing habitat enhancement and restoration projects; 
· Reduce Energy Consumption through the development of pedestrian-friendly neighborhoods and the use of locally-sourced and recycled materials for project construction;
· Prepare young people to be positive role models and future leaders in their community.

Groundwork Lawrence is seeking a part-time Bookkeeper (15 – 20 hours a week) to work closely with the Deputy Director and other staff members in a small friendly office with multiple ongoing projects and programs.

Responsibilities

1. Use QuickBooks to maintain bookkeeping records for a small but growing office;
1. Maintain Accounts Payable and relationships with vendors;
1. Maintain Accounts Receivable;
1. Manage journal entries, maintain pre-paid schedules, complete reconciliations;
1. Manage payroll service, timesheets, and employee benefits;
1. Provide monthly, quarterly and year-end financial reports;
1. Assist with annual budget preparation;
1. Prepare documentation as requested by CPA for annual audit;
1. Manage municipal and foundation contract compliance and reporting;
1. Maintain non-profit filings with IRS, MA Department of Revenue, MA Public Charities, 
1. Respond to requests for bookkeeping-related information;
1. Appropriately handle confidential information;
1. Other projects as assigned.

It is crucial that the candidate be a team player but also comfortable working independently and efficiently on projects specifically tasked to this position but also for projects and programs for the organization as a whole.  GWL has a small staff and the large amount of projects and programs accomplished are through collective action and goal setting as well as independent accomplishments.  

Qualifications:
1. Candidate must have at least five years of relevant experience and excellent references; 
1. Must be experienced with QuickBooks; 
1. Understanding of nonprofit organizations and financial requirements; 
1. Demonstrated outstanding organizational skills; 
1. Advanced computer skills: Word, Excel, on-line applications; 
1. Strong oral, written communications and interpersonal skills; 
1. Ability to balance competing priorities and deadlines and to handle multiple tasks; 
1. Demonstrated ability to work collaboratively with colleagues; 
1. Candidate must be a self-starter, work well independently, and initiates ideas with excellent follow-through while also able to accept supervision; 
1. Candidate must be experienced working in multi-cultural settings;
1. Candidate must have professional integrity and a sense of humor; 
1. Must share values and vision of the organization; 
1. Candidate must be reliable and flexible. 

Compensation: Starting compensation is $15 to $18/hour, commensurate with experience. Employee benefits include pro-rated health and dental insurance, a matched SimpleIRA retirement plan, and excellent paid-time off benefits. GWL provides excellent opportunities for advancement and growth within the organization.

To apply:  Applications will be reviewed on a rolling basis.  Please submit letter of interest and resume by February 15, 2011 to:

Groundwork Lawrence
Attn: Human Resources
60 Island Street, Lawrence, MA 01840
FAX:  (978) 974 – 0882
rgonzalez@groundworklawrence.org

No phone calls please. Email inquiries may be sent to mpagan@groundworklawrence.org

Hiring Policy:  GWL is an equal opportunity employer.  We consider applicants for all positions without regard to race, color, religion, creed, gender, national origin, age, disability, marital or veteran status, sexual orientation or identification, or any legally protected status.  City of Lawrence residents are strongly encouraged to apply.
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