
Financial Bookkeeper  

SUMMARY: Performs a variety of accounting duties according to existing procedures, methods, and 
systems. Receives, sorts, and proofs accounting documents, post totals to ledger accounts, reviews 
internal records, and reconciles accounts. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 

Balance investment portfolio and depreciation reports of fixed assets 

Balance incoming Federal Cash Letter 

Balance internal checking accounts 

Balance Federal Reserve Account and Correspondent Bank Accounts 

Post or verify general ledger entries 

Process “non-post” items, if needed 

Provide specific reports to the Board of Directors 

Attend meetings and seminars as required by management. Some travel may be required. 

Comply with Bank Secrecy Act and its implementing regulations. 

SUPERVISORY RESPONSIBILITIES: This job has no supervisory responsibilities. 

QUALIFICATIONS: To perform this job successfully, an individual must be able to perform each 
essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, 
and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 

EDUCATION and/or EXPERIENCE: High school diploma or general education degree (GED) plus at 
least one year of accounting experience; or equivalent combination of education and experience. 
Working knowledge of computers and normal office, including spreadsheets required. 

LANGUAGE SKILLS: Ability to read and interpret documents such as safety rules, operating and 
maintenance instructions, and procedure manuals. Ability to write routine reports and correspondence. 
Ability to speak effectively with customers or employees of organization. 

MATHEMATICAL SKILLS: Ability to add, subtract, multiply, and divide using whole numbers, common 
fractions, and decimals. Ability to compute rate, ratio, interest, discounts, and percent and to interpret 
information in graph form. 



REASONING ABILITY: Ability to apply common sense understanding to carry out instructions furnished 
in written, oral, or diagram form. Ability to deal with problems involving several concrete variables in 
standardized situations. 

CERTIFICATES, LICENSES, REGISTRATIONS: Valid driver's license 

PHYSICAL DEMANDS: The 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 
accommodations 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 stand; use hands to finger, 
handle, or feel; and talk or hear. The employee frequently is required to walk and reach with hands and 
arms. The employee is occasionally required to sit; climb or balance; and stoop, kneel, crouch, or crawl. 
The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 
25 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, 
peripheral vision, depth perception, and ability to adjust focus. 

WORK ENVIRONMENT: The work environment characteristics described here are representative of 
those an employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
The noise level in the work environment is usually moderate. 

EQUAL OPPORTUNITY EMPLOYER 

 

 

 

 

 

 


