
Fundraising/Accounting Assistant  

 

Under Direct Supervision of the Fundraising Director, the Accounting/Fundraising Assistant at the Sidney 

Albert Albany Jewish Community Center provides administrative and accounting support to the Business 

department. Essential to this position is the ability to project a professional, yet caring and responsive 

manner through in-person and telephone contact. 

 

Position Requirement 

Fundraising 

Assist the Fundraising Director with the following: 

 Process donations and prepare acknowledgement letters and other correspondence. 

 Create monthly and event fundraising reports and other database reports as requested. 

 Continually update and correct database records. 

 Track tax credit donations in the database and keep a file for each tax credit donor. 

 Answer donor questions regarding tax credit programs. 

 Send appropriate documentation to donors. 

 Ensure that all donations and pledges are entered into front end software (Daxko) appropriately and 
correctly; that all donors are thanked in a timely manner; and that all event, annual appeal and other 
donations are also recorded in donor management software. 

 Prepare materials for distribution. (i.e. copying, filing, mailing, e-mailing) 

 Assemble materials for events and meetings. 

 Assist with mailings to past and current donors 

 Assist in outreach to donors, businesses, sponsors and volunteers by phone an email  

 Handle other administrative duties as requested. 

 Assist with Events  

 

Accounts Payable 

Assist the Director of Finance with the following: 

 Reviewing all bills, invoices and check requests for accuracy, proper authorization and timeliness. 
Entering same into QuickBooks utilizing proper coding of accounts and class. 

 Responding to inquiries and resolving discrepancies directly with appropriate parties and 
documenting same. 

 Reconciling vendor statements. 

 Maintaining organized current vendor files and ensuring all bills are in order. 

 Assist with monthly financials and audits.  

 General Office Admin Support Responsibilities 

 Order Office Supplies. 

 Other tasks as assigned. 

 

 



 

 

Competencies: 

To perform the job successfully, an individual should demonstrate the following competencies: 

 

 Customer Service/Interpersonal: Manages difficult or emotional customer situations; responds 
promptly to member needs; focuses on solving member issues. 

 Financial knowledge:  Knowledge of financial record keeping and elementary accounting 
processes such as posting, adjusting, balancing, reconciling; office clerical procedures such as 
filing, coding and proofreading documentation and accurate math skills. 

 Communication: Speaks and writes with clarity; listens attentively and is responsive. 

 Team Work: Establish effective working relationships with department staff.  Works cooperatively 
and collaboratively with other staff. 

 Dependability: Follows instructions, responds to management direction.  Takes responsibility for 
owns actions. 

 Planning/Organizing: Works efficiently and is attentive to detail. Ability to meet deadlines. 

 Professionalism: Approaches others in a tactful manner; reacts well under pressure; treats others 
with respect and consideration regardless of their status or position.  Follows through on 
commitments. 
 

 
Other:  

 Perform other duties as assigned 

 Assist with financial and audits 

 Knowledge of accounts payable 

 Proficient in data entry and management 

 1-3 years accounts payable or general accounting/administrative experience 

 Experience in Microsoft Office Suite  

 Experience in Quick Books ‘ 
 

 

 

 

 

 


