
 

 
 

 
 

 

 

 
The Community Foundation for Muskegon County is seeking a Finance Assistant to join the Finance 
Department team. The successful candidate will possess a strong accounting background with demonstrated 
experience, knowledge of multi-fund accounting, critical attention to detail skills and the ability to work both 
independently and as a team member. Diversity and inclusion are important values of the Foundation. We are 
striving for a diverse workforce, made up of staff who represent the community we serve. 
 

Position Title:  Finance Assistant 

Department:   Finance 

Reports to:   Vice President, Finance  
 
This is a 25 hour per week position. 

 

General Summary: 
This position is responsible for a variety of record keeping services related to the administration of the 
Foundation. This person works as an assistant to the Vice-President, Finance in the implementation of the 
office accounting systems, including accounts payable, accounts receivable, and gift entry, including check 
and cash deposits, with other accounting as necessary. Punctual work attendance and attention to detail are 
critical requirements for this position. 
 

Principal Duties and Responsibilities: 

 Process accounts payable, including coding, posting and verifying invoices and related payments 

 Maintain Foundation donor contribution records, including gift entry 

 Prepare and make periodic bank deposits, bank reconciliation schedules and verify deposits 

 Prepare various special account analyses and schedules as requested 
 

Knowledge, Skills, and Abilities: 

 Strong accounting background with demonstrated experience 

 Substantial computer skills, with working knowledge of Microsoft Word for Windows and strong Microsoft 
Excel skills 

 Knowledge of multi-fund accounting 

 Ability to operate effectively in fast paced environment, taking initiative when necessary 

 

To Apply: 

Submit a resume and cover letter to Lurinda Aley, at laley@cffmc.org by October 14, 2016.   

 

To learn more about the work of the Foundation, visit our website, www.cffmc.org 
        

Community Foundation for Muskegon County   425 W. Western Avenue, Suite 200, Muskegon MI 49440 
p: 231-722-4538    f: 231-722-4616    w: cffmc.org 
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