Accounting Coordinator Job Description


About

At Safe Haven Space, our mission is to support the mental well‑being of refugee, immigrant, and asylee youth through culturally responsive education and community‑based programs. We work to reduce stigma, build confidence, and help families and communities create supportive environments where young people can grow and thrive.

[bookmark: _yok166yu08a]Job Summary
The Accounting Coordinator ensures accurate, timely bookkeeping and routine accounting in QuickBooks Online for Nonprofits. This is a hands-on accounting position, not a financial planning or Board oversight position.

[bookmark: _55evlz6f77kz]Key Responsibilities
Accounting and transaction records
• Enter and classify donations, grant revenue, expenses, reimbursements, payables, receivables, and other transactions in QuickBooks Online.
• Maintain a chart of accounts, fund/class coding, and supporting receipts, invoices, and records.
• Post routine journal entries, accruals, and adjustments, with review of unusual entries.
• Track restricted funds and grant-related accounting classifications.

Revenue and disbursements
• Record deposits, checks, and online donations; match Givebutter activity to bank deposits.
• Collect invoices and reimbursement documentation; prepare payment paperwork for authorized approval.
• Maintain contractor payment records and coordinate documentation with the Executive Director and people-operations team.

Reconciliation and close
• Download bank statements, prepare monthly transaction summaries, reconcile bank and payment-platform accounts, and investigate differences.
• Prepare monthly balance sheets, statements of activities, and supporting accounting schedules.
• Provide clean transaction data and statements to the Finance Coordinator.
• Maintain a monthly close checklist and promptly flag missing records or discrepancies.

Compliance support
• Organize financial documentation for grants, Form 990, and external review.
• Follow approved procedures and cooperate with independent Treasurer review.
[bookmark: _vv3wywt6x0mu]Preferred Skills
· Nonprofit accounting, restricted funds, Givebutter, and grant recordkeeping.

[bookmark: _g2chr0qdybcw]Qualifications 
· Required: hands-on QuickBooks Online experience with entry, reconciliation, and financial reports.
· Required: experience with bookkeeping/accounting, accrual accounting, and journal entries, with accuracy, confidentiality, and reliable deadlines.
[bookmark: _luue2pplfxlh]Benefits
· Flexible work schedule (if applicable)
· Supportive, mission-driven work environment
· Opportunity to make a meaningful impact in the refugee and mental health community
· Exposure to program and organizational development
· A defined project portfolio you can reference professionally
· A letter of recommendation
Work Environment
· 100% remote (Preferred applicants will live within the D.C., Maryland, Virginia area)
· Reports to the Executive Director and supports the Treasurer with information for reviews, reconciliations, statements, and Board reports.

Time Commitment
· Approximately 5 - 8 hours per month with flexibility depending on organizational needs and ongoing initiatives.
· Preference will be a 1 year work commitment.
