
  
 

                                                                                    Housing Matters 
Full Charge Bookkeeper 

 
Reports to: Accounting Manager 
 
Housing Matters partners with individuals and families to create pathways out of their 
homelessness into permanent housing.  Housing Matters is a leader in working to end 
homelessness – and we want you to be part of our team.  Housing Matters is looking for individuals 
eager to make a difference and willing to enthusiastically commit to join in our vision that 
homelessness in Santa Cruz County should be rare, brief and non-recurring. 

 
Job Description 
Working under the supervision of the Accounting Manager, the Bookkeeper is responsible for the 
day-to-day operation and maintenance of the financial records. 

Job Duties: 

 Conducts all duties associated with weekly accounts payable including: interacting with 
staff and vendors; processing invoices; expense coding; and data entry. 

 Conducts all duties associated with accounts receivable including: preparing and submitting 
invoices to all funders including city, state and federal agencies; preparing bank deposits 
with appropriate income coding; and tracking and following up on all accounts receivable. 

 Conducts finance duties associated with bi-weekly payroll. 
 Assists with monthly, quarterly and annual month end including accruals, allocations and 

ledger account reconciliations. Assists with preparing assigned audit schedules. 
 Assists with preparing for any audit or monitoring activities including required annual 

financial audit. 
 Gathers all necessary financial reporting to federal, city and state agencies, as needed. 
 Performs clerical and administrative support as assigned. 
 Performs special projects and duties as assigned. 
 Other duties may be assigned as needed. 

 
Qualifications: 
 

 Experience with bookkeeping and proficiency in Quickbooks a must. 
 Knowledge of Microsoft Excel and Word a must. 
 Outstanding attention to detail and excellent organizational skills required. 
 Ability to multitask and prioritize under deadlines required. 
 Must maintain confidentiality at all times. 

 
Hours:  
This is a full time, hourly, benefited, non-exempt position.  Occasional evenings and weekends 
required.  Health Insurance and PTO benefits begin after 90-day introductory period.   
 
To Apply:  
Please email a cover letter and resume to the attention of Human Resources at 



  
 

recruiter@housingmattershsc.org.  No phone calls or faxes. Housing Matters is an Equal 
Opportunity Employer. 
 
Please apply via email with cover letter and resume.  
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