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Position Title:		Substitute Gaming Bookkeeper
Department:		Administration and Finance
Supervisor:		City Manager

Description:	
	The Gaming Bookkeeper will be responsible for the gaming aspects of accounting, including assisting the Administrative Bookkeeper in accounting, balance sheet reconciliations, financial journal entries, monthly and quarterly financial reports, and business license fillings including the monthly close out process.
 	
Duties and Responsibilities:
· The gaming accountant must keep a complete set of records of financial transactions of the gaming department operations.
· Performs daily, weekly, and monthly accounting processes to properly record and classify financial transactions for reporting purposes.
· Summarize financial details on separate ledgers using calculator or computer; Records are to show monthly reports statistics such as: Cash receipts, expenditures, accounts payable and receivables, and other pertinent operations of the City of Kwethluk.
· Balance checkbooks, ledgers, and reconcile bank statements each month.
· Prepare annual/monthly gaming progress and other reports to the State or Federal agencies.

Education and Experience:
· Highschool Graduate or GED Equivalent
· 1-2 years of General knowledge of bookkeeping, and accounting experience.
· Must have the ability to prepare/handle daily deadlines as required.
· Have knowledge of Microsoft computer software, including spreadsheets, and QuickBooks software to perform essential functions of the Gaming Bookkeeper, including filing and typing are required.
· Must be willing to work in a complicated and time sensitive environment.

Salary:		Depending Upon Experience

Closing Date:		Until filled.
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