
 NeighborWorks® Pocatello 
Job Description 

 
POSITION:  Accounting and Administrative Assistant 
 
RESPONSIBLE TO:  Chief Financial Officer 
 
GENERAL DESCRIPTION:  NeighborWorks® Pocatello (NWP) is a local non-profit.  It is a partnership between 
residents, business, and government that builds healthy neighborhoods by promoting affordable housing, 
home ownership, and community pride.  NWP is currently seeking a part-time individual responsible for 
bookkeeping and accounting support for NWP programs as well as administrative assistant support and 
receptionist duties.     
 
SKILLS & QUALIFICATIONS: 
 

 Knowledge of bookkeeping and basic accounting principles. 
 Dependable, well-organized, self-starter, and detail oriented. 
 Demonstrated ability to relate well with a diversity of people. 
 Experience working with the public and volunteers. 
 Excellent written and oral communication skills. 
 Flexible and willing to work as part of a team. 
 Ability to work independently with minimal direct supervision. 
 Excellent organizational and interpersonal skills. 
 Prefer experience with Microsoft Word, Excel, and accounting software. 

 
MAJOR RESPONSIBILITIES: 
 

 Processes invoices and enters accounts payable information into the accounting software and prints 
required checks. 

 Enters loan payments into loan base and maintains required records.  
 Prepares bank deposits and maintains record of deposits in files. 
 Helps prepare budgets and track actual expenses vs. budget. 
 Performs some clerical/administrative assistant duties for the organization and the executive director 

and greets and assists people who call or visit the office 
 Provides back-up to the Chief Financial Officer during peak periods or in his/her absence. 
 Assists in the coordination of NWP meetings and special events. 
 Provides marketing support as needed. 
 Performs other tasks assigned by the CFO or Executive Director. 

 
TERMS OF EMPLOYMENT: 
This is an hourly, part-time, non-exempt position.  The successful candidate will work 20 - 25 hours per week 
and will be paid $10.00 - $14.00 an hour depending on experience.   
 
TO APPLY:  Send resume along with the names and contact information of three references to:  NeighborWorks Pocatello, 
206 N. Arthur, Pocatello, ID  83204 or to mdahlquist@nwpocatello.org. 

 
Deadline to apply is May 11, 2016 

 

mailto:mdahlquist@nwpocatello.org

