
Job Opportunity: Bookkeeper 
 
 

BACKGROUND 

 
Jewish Federation of Greater Hartford (JFGH) is a trusted community nonprofit 
established over 70 years ago to build and sustain a vibrant Jewish community in 
Greater Hartford, Israel and throughout the world that is cared for, connected and 
engaged. This is accomplished through diverse volunteers and professionals who spend 
countless hours understanding and planning for community needs, raising critical funds, 
supporting social services and Jewish education, securing Jewish institutions, combating 
antisemitism, allocating communal resources, engaging with Israel, building bridges of 
understanding with individuals and groups beyond the Jewish community, convening 
our community, welcoming newcomers, and actively promoting Jewish engagement. 
Federation’s annual campaign and total financial resource development have grown 
over the last three years with total financial resource development (FRD) now exceeding 
6.4 million dollars.  

Our Jewish community of over 30,000 has been welcoming scores of new members and 
the region has consistently been touted by the New York Times and others as a great 
place to relocate to with rich cultural institutions, excellent schools and universities, 
scenic, affordable communities and close proximity to New York and Boston. Our Jewish 
community includes vibrant, diverse synagogues, two-day schools, a kosher grocery, 
senior Jewish living, Jewish camps and an outstanding Jewish Community Center.  

POSITION SUMMARY:  

This is a part time, in person position with a minimum of 18 hours per week 

The bookkeeping responsibilities include:  

 Accounts payable 

 Distributing mail to appropriate person 

 Make all bank deposits (on site and in person when necessary) 

 Billing of accounts receivable and other receivables 

 Prepare certain tax letters for donors 

 Prepare and run yearly 1099’s and submit to government 

 Maintain petty cash 

 Complete basic reconciliations 

 Maintaining and ordering of supplies as necessary  

 Works with other departments answering expense questions 

 Research and other support functions 

 

Candidate must possess strong interpersonal and collaboration skills and have ability to 
communicate with a wide range of individuals, companies and organizations. Attention 
to detail is a necessity.  Must be proficient in Word and Excel and have the ability to 



create and manage complex worksheets. Knowledge of Raiser’s Edge and Financial Edge 
a plus. Excellent time-management skills and ability to prioritize is essential.  
 
Requirements: 
 
Bachelor’s degree in accounting or related field.  
 

Send resume with cover letter by email to: jobs@jewishhartford.org. No phone calls 
please. 
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