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FULL CHARGE BOOKKEEPER 

Job Description 

 
Hours:          40 hours per week Full-Time Exempt, Salaried Position 
Salary:          $47,000 a year  
Location:    Administrative office (3382 26th St., San Francisco, CA 94110) 
Deadline:    Position open until filled 
 
ORGANIZATION DESCRIPTION  
 

Since 1971, Jamestown Community Center has been providing learning opportunities and safe spaces for 
low-income youth in San Francisco’s Mission District. Our youth represent the low-income, racially and 
ethnically diverse community in which they live and attend school. Our strategy is to serve a core group of 
neighborhood youth with multiple, high-impact programs as they grow through a full range of programs 
designed to help them transition from children into confident young adults. For over 25 years, Loco Bloco 
has promoted San Francisco youth’s healthy transition into adulthood by engaging them in the creation and 
performance of music, dance, and theater rooted in Afro-Latino traditions.  Loco Bloco encourages its youth 
to use multicultural art forms as a tool for their own empowerment and as a catalyst to help them overcome 
discrimination and bring about change in their communities. 
 

Jamestown Community Center and Loco Bloco merged in 2018. Both youth development organizations had 
long established track records of providing enriching, high-quality programming to youth. We believed that 
our shared commitment to youth development, our shared love for the Mission community, our shared 
experience in developing leadership among low-income youth and families, the excellence Loco Bloco brings 
to arts programming and performance, and the expertise Jamestown brings to academic enrichment, sports 
and youth development, coupled with our long history of mutual collaboration can result in a better, stronger, 
more efficient and sustainable organization made up of Loco Bloco and Jamestown.  
 

Programs now include Arts instruction, performance and production educational enrichment, academic 
tutoring, sports, leadership development, employment, counseling, and parent programs. Throughout these 
programs, Jamestown aims to provide all participants with the highest-quality youth development experience.  
This approach builds young people’s resiliency as they face their daily challenges and supports their natural 
inclination to pursue their own growth into healthy, productive young adults. Our work focuses on the innate 
assets of youth to develop their leadership and ability to challenge discrimination and oppression and to bring 
about change in their communities. 

values of the organization:   

Accountability Family Health 

Artivism Inclusion Social Justice 

Education Grit Tradition 

 
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 Abila MIP Fund 
Accounting, Salesforce, Excel, experience working in the nonprofit setting, an outgoing and friendly 
personality, demonstrates 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/Loco Bloco’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. 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
o Accounts Payable: 

1. Routes invoices to proper authority for approval and accounting code assignments 
2. Processes vendor invoices according to established procedures 
3. Prepares accounts payable checks 
4. Controls issuance of manual checks, on an as-needed basis 
5. Enters credit card transactions for all programs 
6. Prints all accounts payable reports  
7. Prints GL reports by site for Directors and Managers 
8. Maintains the vendor master report to reflect accurate and updated information 
9. Prepares journal entries as required for pre-paid expenses 

o Accounts Receivable 
1. Prepares deposit package  
2. Enters all cash receipts for the agency 
3. Prepares monthly tuition billing to families, processes application fees and tracks Children’s 

Council payments 
4. Prepares monthly government billing and follows compliance rules 
5. Collection calls to families per A/R Aging Report 

o Payroll – Enters bi-weekly payroll for up to 120 employees and distribution of labor by contract 
o Prepares annual 1099 forms  
o Assists with annual audit 
o Completes projects assigned by the CFO 
o Registration Fairs 

1. Support during registration fairs 
2. Prepares payment options for families 
3. Maintains petty cash box  

 
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 Abila MIP Fund Accounting and Excel highly desirable  
o Knowledge 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 Spanish highly desirable 

 

This is a full-time exempt, salaried position with benefits. 
 

If interested in applying, please email a cover letter and resume to: 
Santiago López at santiago@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. 

 


