RYE YMCA JOB POSTING
Job Title: Bookkeeper (PT)
FLSA Status: Part-Time / Non-Exempt
Reports to: Business Manager

Posting Date: July 16, 2026

POSITION SUMMARY:

The Bookkeeper is responsible for the day-to-day accounting operations of the YMCA association and
supports accurate financial reporting, internal controls, and fiscal accountability across all locations. This
position works closely with the Business Manager, CFO and leadership to ensure accurate and timely
accounts payable and receivable processing. The role requires strong attention to detail, organizational skills,
and the ability to manage multiple priorities in a fast-paced, mission-driven environment.

ESSENTIAL FUNCTIONS:

Ensure accurate coding of revenues and expenses

Oversee accounts payable processes including invoice entry, approvals, and payment processing
Monitor accounts receivable balances and assist with collections as needed
Record daily cash activity with proper coding in accounting system

Making bank deposits at the local branch

Prepare monthly departmental reports

Assist as needed with annual audit preparation and supporting documentation
Maintain accurate accounting records and documentation for compliance purposes
Ensure adherence to YMCA fiscal policies and internal controls

Help improve accounting workflows and efficiencies across locations
Reconciliation of monthly credit card statements

Preparation of monthly program billing

Preparation of the annual 1099 forms

Maintain accurate Vendor records

Assist with other tasks as needed

YMCA COMPETENCIES (Leader):

e Mission Advancement: Accepts and demonstrates the Y’s values. Demonstrates a desire to serve
others and fulfill community needs. Recruits volunteers and builds effective, supportive working
relationships with them. Supports fund-raising.

e Collaboration: Works effectively with people of different backgrounds, abilities, opinions, and
perceptions. Builds rapport and relates well to others. Seeks first to understand the other person’s
point of view, and remains calm in challenging situations. Listens for understanding and meaning;
speaks and writes effectively. Takes initiative to assist in developing others.

e Operational Effectiveness: Makes sound judgments, and transfers learning from one situation to
another. Embraces new approaches and discovers ideas to create a better member experience.
Establishes goals, clarifies tasks, plans work and actively participates in meetings. Follows budgeting
policies and procedures, and reports all financial irregularities immediately. Strives to meet or
exceed goals and deliver a high-value experience for members.

e Personal Growth: Pursues self-development that enhances job performance. Demonstrates an
openness to change, and seeks opportunities in the change process. Accurately assesses personal
feelings, strengths and limitations and how they impact relationships. Has the functional and
technical knowledge and skills required to perform well; uses best practices and demonstrates up-to-
date knowledge and skills in technology.

QUALIFICATIONS:
eAssociate or bachelor’s degree in accounting, finance, or related field preferred.
eMinimum 3-5 years of accounting or bookkeeping experience.
eNonprofit or multi-location accounting experience preferred.
eUnderstanding of accounts payable and receivable, bank reconciliations, and general ledger
accounting,excel and accounting software systems
eStrong organizational skills and attention to detail.
*Ability to manage deadlines and multiple priorities independently.



WORK ENVIRONMENT AND PHYSICAL DEMANDS:
eThe physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodation may be made
to enable individuals with disabilities to perform the essential functions.
*While performing the duties of this job, the employee is regularly required to use a computer for
extended periods of time and be able to communicate using a computer and phone/smart device.
eThe employee frequently is required to sit and reach and must be able to move around the work
environment.
eThe employee must occasionally lift and/or move up to 10 pounds.
eClose up and distance vision specifically required, as well as the ability to adjust.
eThe noise level in the work environment is usually moderate.

WORK SCHEDULE: 20 HOURS PER WEEK (4-5 days, flexible hours)

HOURLY WAGE RANGE: $25 PER HOUR

The Y: We're for youth development, healthy living, and social responsibility.



