JEAN BARNETT TRONE MEMORIAL LIBRARY OF EAST BERLIN
105 Locust St., PO Box 1014 ( East Berlin. PA 17316 
Phone: 717-259-9000 ( www.eastberlinlibrary.org
JOB  DESCRIPTION

BOOKKEEPER
Up to 16 Hours / Month
The position of Bookkeeper works under the general supervision of the Library Director.  This person provides the following services:
1. Prepare the BI-weekly payroll (including computing deductions).

2. Pay bills weekly by check.

3. Enter checks and receipts into Quickbooks, our computer software program.

4. Prepare monthly statements from the computer software program.Complete general ledger for cash, payroll, and payroll taxes.

5. Prepare monthly Income and Expenditure Budget spreadsheet for monthly Board meetings (the second Monday of each month).

6. File quarterly payroll tax forms and monthly checks for Social Security and withholdings.

7. Provide annual financial statement (by January 31 of the following year) to the Director and the Treasurer of the Board of Trustees.  This will be needed for the Certified Public Accountant to complete the annual review or audit and the 990EZ form. Assist Director with the audit process throughout the yearly audit review.
8. Complete W-2 forms and 1099 forms by the appropriate dates.

9. Complete other related projects as requested.
Education and Experience Requirements:
High school or equivalent education.  Degree in accounting preferred.
Knowledge of basic accounting principles, payroll administration and tax reporting.
Knowledge of various computer skills, accounting program (Quickbooks) and retrieving/filing tax forms and other forms electronically via the Internet.

Submit job application and/or resume in person, at the mailing address above, or by emailing brandte@adamslibrary.org
Applications due by Friday, August 28, 2020. Position open until filled.
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