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 EXHIBIT A - Job Description
to Provide Bookkeeper/Office Management Services

for the South Bay Cities Council of Governments
 

The South Bay cities Council of Governments (SBCCOG) seeks contracted professional services to perform normal monthly bookkeeping/office management services for the SBCCOG, a joint powers authority.  The SBCCOG is comprised of 16 member cities and is administered through contracted services provided by Jacki Bacharach and Associates located in Rancho Palos Verdes.

The Bookkeeper/Office Manager shall serve at the discretion of the Board.

The bookkeeping/office management services are to include normal cash, billing and receipting activities (including grant accounting), accrual entries, preparation of standard reports as well as progress reports to partnering agencies. 

Bookkeeping:
· Cut checks based upon approved agenda 
· Arrange for check signing and mailing 

· Deposit incoming checks at bank 

· Maintain bank register manually 

· Maintain electronic accounts receivable sub-ledger 
· Maintain all financial records in an organized fashion (both electronic and hard copy) 

· Reconcile monthly bank statement 

· Coordinate with Treasurer transfers to/from LAIF investment 

· Prepare, route and forward to financial institutions signature card updates annually
· Maintain stock of checks, deposit slips etc.
· Submit Annual 1099 reporting to the IRS
Financial reporting:
· Standard Monthly/quarterly 
· Maintain electronic general ledger according to GAAP and the accrual basis of accounting. This includes                               accounting for accrued expenses, prepaids, deferred revenue, deposits etc via journal entries to the ledger.  

· Prepare and issue quarterly financial statements
· Grant Reporting Monthly 

· Prepare monthly grant reports and invoices according to specific grant requirements 

· Prepare tracking of program to date grant expense to budget 

· Research and respond to inquiries from grant program managers and SBESC staff (can be quite time consuming especially near the end of a grant program) (this would be expanded to include Kim’s grants)
· Budget Annually 

· Convert budget from a word format presentation to an excel format (budget is prepared by Exec. Director) 

· Review and provide suggestions 

· Present budget annually at board meeting (usually the May meeting) 

· Support multiple iterations if needed 

· Maintain documentation, arrange for and facilitate Annual Audit 

· Coordinate dates with auditors 

· Prepare PBC schedules and/or coordinate the gathering of required information such as Board minutes 

· Organize documents and deliver to auditors for field work 

· Respond to any inquiries during the audit process
Office Management/Human Resources:

· Manage supplies, including forecasting needs and purchasing

· Manage insurance coverage

· Manage office space lease

· Monthly financial and other regular progress reports for  SBCCOG grants

· Regular meetings with administrative staff and grant program managers to go over grant fund balances
· Manage the conversion from the use of contract consultants to employees

· Employee benefits, insurance, personnel records

· Monthly worker’s compensation reports

· Interface with agency or company administering the payroll and benefits for employees

· Maintain employee records
· Develop employee handbook

· Develop policy and procedures manual
Time commitment. 

Full time - 173 hours per month.
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