




Employment Notice

Position: Accounts Payable Bookkeeper

Department: Finance and Administration

Supervisor: City Manager/Accountant Bookkeeper

Description: 
Maintain the financial records of the City of Kwethluk, Alaska; Public, Financial, and Administrative records. Keep accurate accounts of all City financial activities such as revenues and expenditures, payroll taxes in proper format, prepare required quarterly returns; including records of City financial activities in proper format for monthly reporting, and quarterly reports in terms of expenses, revenues, grants received, or funds received. Assist Administrative Bookkeeper and Gaming Bookkeeper in all functions regarding the finance department. Including payroll payments, deposits, and recordkeeping.

Qualifications: 
Must have knowledge and experience in filing, typing, and computer knowledge are required for this position. Must have a high school diploma or General Education Diploma equivalent. Degree in accounting preferred but not mandatory or have 0-5 years of experience for entry level position. Have proven knowledge of accounting industry leading software and have functional knowledge of database and spreadsheet tools. Must be willing to work in a competitive and time-sensitive environment to meet quarterly and monthly reports, at the time required or before the time necessary. Must be able to collaborate, and work independently as needed. Have strong communication skills in Yupik and English, distinctively self-motivated, and capable of handling multiple tasks in a demanding environment. Candidate should also be able to demonstrate knowledge of QuickBooks.

Salary: Depending on Experience

Closing Date:[image: ] Open Until Filled.
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