POSITION ANNOUNCEMENT

Finance & Administration Specialist
The Leapfrog Group

Position Summary: The Leapfrog Group seeks candidates for the position of Finance & 
Administration Specialist.  This position will take care of the day to day accounting activities, bookkeeping functions, official recordkeeping, and other administrative and financial services for The Leapfrog Group. The position will require extensive attention to detail. The Leapfrog Group’s Director of Operations will supervise this position. For more information on The Leapfrog Group, visit www.leapfroggroup.org. 
Principal Duties and Responsibilities:
Bookkeeping/Accounting
· Perform accounts payable and accounts receivable function

· Create, prepare and generate financial reports as requested by Leapfrog Staff
· Liaison to outside Senior Accountant
· Maintain vendor files and records.

· Prepare invoices, purchase orders and expense reports.

· Check figures, postings, and documents for correct entry, mathematical accuracy, and proper codes.

· Prepare Microsoft Excel schedules.

· Code documents according to company procedures.
Access financial information to answer general questions as well as those related to specific accounts.

· Reconcile or note and report discrepancies found in records.

· Perform general office duties such as filing, answering telephones, and handling routine correspondence.

· Prepare bank deposits and send cash, checks, or other forms of payment to banks.
· Oversee relationship with bank(s) and maintain all Leapfrog accounts  
· Monitor status of contracts to ensure that payments are up to date.

· Assist with the Compilation of budget data and documents, based on estimated revenues and expenses and previous budgets.

Human Resources:

· Act as employee Personnel/Human Resource contact.
· Process new employee paperwork and related forms

· Provide new employee orientation 
· Oversee implementation of company handbook.
Specific Types of Knowledge, Skill & Experience Required:
· Bachelor’s degree or equivalent experience in business, accounting, or an equivalent field.
· 2-5 years professional experience in accounting/bookkeeping.

· Strong detail orientation and organizational skills.

· Excellent written and verbal communication skills.

· Professional demeanor and time management skills.
· Responsible, dependable, and organized work habits.
Compensation:  Salary range is high $40s to low $50s, depending on qualifications, plus a competitive benefits package. Part-time hours will be considered.
Applications:  To apply send resume, send cover letter, and three references (with telephone numbers) to:
Chad J. Brown, MPH, MBA
Director of Operations

The Leapfrog Group

cbrown@leapfroggroup.org
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