Shambhala Meditation Center Portland Job Description
	Position Title


	Bookkeeper



	Department
	Finance

	Reports to


	Director of Finance

	Supervises
	

	Hours, pay rate


	Maximum 10 hours per month; hourly rate $10 to $13 depending on experience plus ‘per hour worked’ program credit for Center classes, events; flexible work schedule TBD with Director



	General Summary 

of Function


	This position will track and update income and expenses, refunds and reimbursements; post to and reconcile financial records to ensure timely and accurate information for the Center.



	Key Tasks and Responsibilities


	· Pay operating expenses, issue class refunds, reimburse members 

· Post all income and expense transactions to QuickBooks

· Reconcile monthly bank and credit card statements

· Prepare QuickBook financial statements

· Update Excel reports 



	Knowledge, Skills and Abilities


	· Detailed orientated

· Highly organized

· Good communication skills 

· Bookkeeping experience

· Knowledgeable and experienced with Excel, and QuickBooks or accounting software

· Able to work well with minimal supervision

· Interest in learning about the Shambhala view and approach to money desirable

	Experience/ 

Education/Other
	Member or strong affiliation with the Shambhala Lineage and Community


