Job Title: Accounts Manager for Pisco Sin Fronteras
Reports to: Director

Overall Responsibility: To manage the financial affairs of Pisco Sin Fronteras and to produce financial information.

Background: This job has become increasingly important with the recent, rapid growth of our organisation. It has reached the point where we require financial statements. We need to maintain double-entry book-keeping records. From this we also need to, on a quarterly and yearly basis prepare financial statements which will consist of an income statement, balance sheet and explanatory notes (as required). These have been set up by an accountant that was volunteering with us, but these need to be maintained. Therefore, we are looking for someone with financial accounting experience to take on this job.
Key Areas of Responsibility: 
· To manage day to day incoming money and outgoing expenses. This involves giving money to volunteers, receiving receipts for outgoing expenditures, and receiving money from volunteer donations and contributions. 

· Initially, to input all incoming and outgoing transactions onto the accounts excel spreadsheets every week to the allocated fund, and to review totals for each fund every week. If possible, in order to simplify the year end and quarterly accounting process, ideally we need to be maintaining the books using a double entry accounting application which would need to be set up and maintained.

· Each month to submit all receipts to our Peruvian accountant for tax purposes. 

· To produce yearly and quarterly financial statements with relevant notes to assist management with decision making. 

· Also to liaise with our fiscal sponsor concerning online donations that they have received on our behalf. The job will require at least 2 days in the office each week depending on how you choose to manage your time, and you will need to be available for at least an hour each morning to hand out and receive money. The rest of the time can be spent either in the office doing administration tasks or out on site on one of our many construction and community related projects.

Term of Employment:

A Minimum stay of 6 months. No salary but lodging, breakfast and dinner will be provided.

Qualifications and Experience: 

· Good knowledge of Microsoft Excel. 

· Experience in Financial Accounting (preparation of financial statements).

· Spanish speaker preferred but not essential.

