
 

 

 

 

 

 

 

Finance Specialist/Bookkeeper  
 

Please note, a cover letter is required with your resume. Applications without a cover letter will not be 

considered. 

How to apply: Send a cover letter and resume to Beverly Thomas at beverly@mlkfreedomcenter.org.   

Use Finance Specialist/Bookkeeper in the subject of your email. 
 

Salary depends on experience.  Benefits: Medical and dental benefits for employee after one-month, 

Simple IRA. 

The Martin Luther King Jr. Freedom Center (Freedom Center), Oakland, CA is a non-profit organization that 
conducts ethical leadership nonviolence programming in Alameda County and throughout California.  This 
position is at-will, non-exempt salaried, 40 hours per week and it is on-site in Freedom Center offices, located 
on the Merritt College Campus, Oakland, CA.   

Responsibilities: 
The Finance Specialist is responsible for implementation of full charge day-to-day fiscal operations including 
maintenance and analysis of accounting records, posting of revenues and expenses, grant fiscal compliances 
(tracking and reporting according to letters of agreement), securing all required back-up documentations, 
preparing journal entries, and reconciling ledger accounts. The candidate works to ensure compliance with 
generally accepted accounting principles and organization fiscal policies, procedures and grantor fiscal 
requirements. The candidate tracks restricted and unrestricted fund sources and expenses, creating 
monthly, quarterly and annual reports and assists with budget preparations, tracks individual donations and 
correspondences, verifies accuracy of figures and computations, balances and reconciles accounts. 
    

Required skill and qualifications: 
Able to work collaboratively in a diverse team of individuals. Support for the mission and purpose of the 
Freedom Center. Transparent and trustworthy work style. Three years of non-profit bookkeeping experience 
with QuickBooks Online, Excel and Microsoft Office required. Also, knowledge of Salesforce platform. Must 
be able to manage responsibilities and tasks with deadlines. Excellent organizational skills, and attention to 
detail. Experience with accounts payable, accounts receivable, monthly reconciliations, management of 
multiple accounts, monthly reports and billing. 
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Areas of Work:  

 Implement Freedom Center fiscal policies, insuring agency compliance with GAAP and 
organizational fiscal policies.  

 Responsible for weekly Quick Books entry of all payables and receivables, ensuring complete 
accuracy of all data processed.   

 Monitor and report on revenue and expense distribution across multiple grants and funding 
sources.   

 Interpret grant letters of agreement for accounting and reporting requirements, implementing 
reporting systems accordingly. 

 Report on projected and actual budgets conforming to multiple revenue accounts:  monthly, 
quarterly and annually.  

 Maintain general ledger, including receipts, deposits, invoices, payables and receivables, 
ensuring complete accuracy of all data processed.   

 Prepare budgets and financial reports for funding sources and outside auditors  

 Create and manage invoices per contracts, insuring compliances are met.  

 Documentation of donations, and year end donor letters.  

 Assist in preparation for IRS annual 990 report (completed by outside accountant) 

 Participation in audits, contract reviews.    

 Assist in creating best practices for individual donors, tracking and communication  

 Prepare and mail Letters of Acknowledged Donations for all donors ---at year end.  

 Process end of fiscal year adjustments and corrections.  

 Maintain required records, reports and files in an organized manner.  

 Make recommendations on systems for maintenance of afore mentioned processes.   

 Support the mission and purpose of the Freedom Center in all areas of work.  

 Other tasks as assigned by Supervisor.  
 

 
 
  

 


