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BOOKEEPER (PART TIME) 

 
Hours:          25 hours per week/4-5 days a week; specific office hours TBD 
Pay:             $16/hour depending on experience 
Location:    Administrative office (3382 26th St., San Francisco, CA 94110) 
 
 
ORGANIZATION DESCRIPTION  
For over 40 years, the Jamestown Community Center has been providing learning opportunities and safe 
space for low-income Mission District youth. Jamestown’s mission is to mobilize the resources of families, 
neighborhood residents, and other community members to help young people realize their full potential as 
empowered and productive members of society.  Jamestown fulfills this mission by annually providing over 
1,500 low-income Mission District youth with a full range of after-school and summer programs designed to 
help them transition from children into confident young adults.   
 
POSITION DESCRIPTION 

Summary of Job Description: Under the direction of the CFO, this position is responsible for performing a 
variety of bookkeeping and accounting duties including financial record keeping and transactions that include 
accounts payable, receivable and general ledger. Maintains an average of 150 family accounts and performs 
monthly billing of tuition and related fees. Desired individual will have experience with Quickbooks, 
experience working in the nonprofit setting, an outgoing and friendly personality, demonstrated 
professionalism and tact in communications with a diversity of individuals, strong organizational and time 
management skills, acute attention to detail and ability to work well with the Jamestown’s administrative team 
and directors.   This position is ideal for someone pursuing a career in accounting/finance who could benefit 
from on-the job experience and training. 

QUALIFICATIONS 
o Some studies in accounting, business management or related field preferred.  
o Familiarity with GAAP.  
o Familiarity working in a non-profit setting 
o Knowledge of QuickBooks Premier and Excel highly desirable 
o Familiarity of Salesforce highly desirable 
o Ability to manage confidential information in a professional manner. 
o Strong analytical and problem-solving skills with a high attention to detail and quality control. 
o Excellent communication skills. 
o Flexible in nature with the ability to multi-task and work independently as needed. 
o Bilingual in English and Chinese highly desirable 

 

This is an hourly, non-exempt, part-time position without benefits. 
 
If interested in applying, please email a cover letter and resume to:   
Evelyn@Jamestownsf.org 

 

Jamestown Community Center is an Equal Opportunity Employer. 

The above statements are intended to describe the general nature and level of work being performed.  They are not 
intended to be construed as an exhaustive list of all responsibilities, duties and skills required of personnel so 

classified. 

 


