Bookkeeper/Membership Administrator 
Tennessee Environmental Council seeks a part-time (10-15 hours per week) to help carry out bookkeeping and membership administrative duties as follows:  
· Accounts receivable, invoicing and assisting with collections, accounts payable, monthly bank and accounts reconciliation, assist with quarterly and annual tax preparation and reporting, budget preparation and management, monthly financial and grant reports, journal entries and maintain the general ledger and all necessary accounting files, ensure compliance with 501c3 requirements.
· Process monthly payroll and reimbursement requests, administer benefit plans including vacation and sick time and employee health savings plan, processing federal and state required new hire and other paperwork, W2s and 1099s for contract workers, maintain personnel records, and ensure the company complies with government employment regulations including I-9s and Federal and State employment posting requirements. 
· Fulfillment of membership benefits including membership cards/donor acknowledgment, scheduling meetings, shipment of goods 
· Assist with office technology systems and improvement to streamline data entry.  
· Donor Perfect data management, reporting and list generation and/or integration with QuickBooks.    
· Process event registration and sponsorships and maintain reports.  

· Assist with membership calling campaigns
· Develop and maintain operations manual including HR policies.    
· Maintain Council online and physical files 
Skills needed include:  

· Two years of general accounting experience in a non-profit setting preferred. 
· High proficiency in MS Office, especially Excel. 

· Experience utilizing accounting software including QuickBooks 

· Experience entering data and generating reports in Donor Perfect   
· Non profit experience and knowledge of accounting rules and regulations for non-profits.  
· Excellent communication (written and verbal) skills. 

· Exceptional organization and time management skills. 

· Ability to work independently and as part of a team. 

· Exceptional problem solving abilities. 
· Interest in environmental issues and the mission of The Council.  
· Flexible, adaptable to a fast paced and ever-changing environment and a great sense of humor!  
Email resume and cover letter to: Gretchen Hagle, Gretchen.tec@gmail.com.  

Tennessee Environmental Council is an Equal Opportunity/Affirmative Action Employer.


Please visit our website for more information about The Council www.tectn.org.

