
  

 
  

POSITION POSTING:   Accounting Assistant 
  
Agency Overview:  Milestones is a nonprofit 501{c}3 organization specializing in early childhood care and 
education.  We offer support, training, resources, and education to child care providers and other 
professionals in the field of early childhood.  Milestones is celebrating its 40th Anniversary of serving 
Central MN and providers throughout the state participating on our Child and Adult Care Food Program. 
  
Role Summary:  The Accounting Assistant is primarily responsible for providing administrative and clerical 
services for the accounts payable function within the Accounting Department. This position will accurately 
data enter and pay invoices, maintain records and filing, generate reports and provide overall clerical 
support to the Accounting Department.    
  
Part-time:  20-25 hours/week                     
Status:  Hourly (DOQ)  
  
Required Skills & Qualifications 

 Degree in Accounting preferred (2-year or 4-year) 
 1-3 years prior accounts payable/general accounting experience 
 Proven effective at establishing rapport and working relationships with peers, customers and 

vendors. 
 Requires demonstrated knowledge of basic accounting practices 
 Proficient in Microsoft Office 
 Experience with Financial Edge is a plus but not required 
 Ability to effectively multi-task and prioritize work 
 Able to work with all levels of management and staff 
 Attention to detail, organized and high level of accuracy 
 Excellent written and oral communication skills 
 High integrity, ability to manage confidential information. 

 
Principal Duties and Essential Responsibilities 

 Process vendor invoices by obtaining appropriate documentation and approval prior to payment 
 Print checks, match invoices to checks, obtain signatures for checks and mail out checks 
 Respond to vendor inquiries 
 Prepare payment requests for GAP and Early Learning Scholarship programs 
 Research and correct discrepancies 
 Track data and generate reports for funding sources 
 Maintain files and documentation thoroughly and accurately, in accordance with company 

policy and accepted accounting practices 

 Maintain inventory supply and related billing 



 Assist with employee expense and mileage reimbursement processing 

 Assist in the preparation and recording of cash receipts and preparation of deposits 

 Assist with payroll processing, as needed 

 Assist the Finance team with other ad-hoc projects as needed 

  
To Apply:  Send resume, cover letter, and attached agency application to:  

Milestones, Attn:  E.D., PO Box 548, Waite Park MN 56387 
Or corne@milestonesmn.org  

 
Applications accepted until 4:00 pm, Friday, June 23rd.   
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