
 
 

POSITION DESCRIPTION: PART-TIME ACCOUNTANT  

 

The Wendt Center for Loss and Healing, a non-profit, outpatient mental health center specializing in 

bereavement and trauma, is currently seeking an experienced accountant to join our finance team  

 

STATUS:  Part-time, non-exempt, reporting to Director of Finance and Accounting 

 

PRIMARY FUNCTION:    

The Part-time Accountant will be responsible for a variety of accounting and analytical tasks, including but 

not limited to cost allocations to various grants, reconciliations, journal entries and projects assigned by the 

Director. 

 

RESPONSIBILITIES: 

 Understand and uphold the Center’s philosophy and mission; maintain strict confidentiality of records 

and reports. 

 Work approximately 20-25 hours per week.  The actual days worked is flexible.  Once a time table has 

been established, punctuality is expected. 

 Support the Director and Staff Accountant in day-to-day accounting activities. 

 Conduct follow-up procedures for delinquent accounts receivable and billing issues. 

 Maintain a monthly calendar of reporting deadlines for grants and contracts and track the progress of 

completing these reports. 

 Work with the Wendt Center Development Department to ascertain the type of information and reports 

that must be produced by the Finance & Accounting Department to complete prospective grant proposals 

and applications. 

 Monitor allocation of personnel effort reporting to grants and contracts.  Ensure that effort allocation is in 

compliance with approved budget amounts and accounting procedures. 

 Perform data entry of effort allocation percentages into Excel timesheet and payroll system programs. 

 Assist Staff Accountant in researching general ledger transactions issues. 

 Assist in completing the Wendt Center pre-audit process at the end of each fiscal year. 

 Assist in completing the annual audit process with the independent auditors. 

 Assist in closing the financial books and records for each monthly.  Also, complete the assigned tasks 

that will assist in the year-end financial closing process. 

 Conduct quarterly inventory of physical assets acquired by the Wendt Center throughout the year.  

Ensure that accurate depreciation calculations are recorded in Depreciation Schedule. 

 Maintain the filing system for the Accounts Payable and Cash Receipts documents. 

 Assist the Director in tracking and reporting monthly Budget versus Actual data. 

 Complete other projects and perform other duties as assigned by the Director. 

 Produce monthly report that reflects the status of all unpaid accounts. 

 

QUALIFICATIONS: 

 3-5 years bookkeeping/accounting experience (knowledge of non-profit accounting is a plus). 

 Associate degree in accounting or finance is a minimum. 

 Ability to effectively juggle multiple tasks while adhering to deadlines is required - Detail oriented. 

 Proficient with spreadsheets & accounting software (knowledge of Financial Edge is a plus). 

 Proficient with Microsoft Office Suite (knowledge of Excel is a plus).  



 Strong verbal and written communication skills required. 

 

COMPENSATION: 

Hourly rate commensurate with experience 

 

TO APPLY:  
Send resume and cover letter with job title as the subject to hr@wendtcenter.org. No phone calls please.  

 
The Wendt Center for Loss and Healing is an equal employment opportunity employer and is committed to maintaining a non-

discriminatory work environment. The Wendt Center does not discriminate against any employee or applicant for employment on 

the basis of race, color, religion, sex (including pregnancy), national origin, age, disability, genetic information, veteran status, 

marital status, sexual orientation, or any other characteristic protected by applicable law.  
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