
 
  
JOB POSTING:  Accountant/Bookkeeper  
 
 
Job Title:   Accountant/ Bookkeeper / Full-time 

Department:  Finance 
Reports To:   Director of Finance 
Date:   January 2022 
 

Responsible for monthly accounting tasks; bank and account reconciliations; grant and government 
reports; and other tasks as assigned by the Director of Finance. 

Role % of Time Primary Responsibilities 

 

Accounting and  

Finance 

90% 

✓ Assist Director of Finance and the overall functions of 

RefugeeOne’s Finance Department 

✓ Enter invoices, check requests, and monthly credit card expense in 

MIP Fund Accounting Software 

✓ Prepare and submit monthly credit card expense reports to 

supervisors for approval. 

✓ Enter monthly employees’ expense reimbursement requests in 

MIP.  

✓ Assist in month-end closings including but not limited to preparing 

of journal entries, Accounts Payable and overall general ledger 

reconciliation.   

✓ Copy incoming checks and make daily deposit. 

✓ Prepare monthly supporting docs for vouchers. 

✓ Administer R&P Pocket money and petty cash. 

✓ Prepare and disburse checks. 

✓ Manage petty cash and reconcile monthly 

✓ Organize, maintain accounting files  

✓ Assist with program/annual budget process, annual audit and 

other duties as assigned.  

Administration 10% 

✓ Attend meetings and training, as assigned. 

✓ Return communications (phone, e-mail, mail) to internal and 

External colleagues and service providers within 48 hours 

✓ Complete other duties and tasks, as assigned 

 

Competencies include: 

➢ Excellent problem-solving skills, including the ability to develop and follow through with 

practical solutions. 

➢ Collegial and collaborative with colleagues – a team player 

➢ Flexible with excellent organizational skills and ability to work on ad-hoc basis.  

➢ Analytical ability with strong Excel skills. 

➢  Ability to meet deadlines and handle various tasks simultaneously. 

➢ Adhere and maintain confidentiality of financial records  

➢ Passion for the mission and vision of RefugeeeOne 

 

 

 



 
Education/Experience: 

➢ Bachelor’s degree in Accounting, or equivalent experience  

➢ With not-for-profit experience  

➢ Strong computer skills, including working knowledge Microsoft Office:  Outlook, Word, 

Excel and knowledge of MIP fund accounting software a plus. 

 
COVID-19 vaccination required. 
 
Salary & Benefits: Competitive salary and excellent benefits including fully paid health, dental, 
vision, short-term disability and life insurance 

 
To apply, please send your resume and cover letter to Jan Douglas at 
jdouglas@refugeeone.org. NO PHONE CALLS, PLEASE. 
 

 

mailto:jdouglas@refugeeone.org

