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ABOUT CFJJ: Founded in 1994, CfJJ is the leading voice in Massachusetts for systemic 
reform of the juvenile justice system. We believe that young people in the system and 
overall public safety are best served by a fair and effective system that recognizes the ways 
children and young people are different from adults and focuses primarily on their healthy 
development and rehabilitation. CfJJ is an independent, statewide organization whose work 
is grounded in research and data. We gather information, conduct policy analysis, prepare 
reports and fact sheets, and build diverse and powerful coalitions. CfJJ’s small, energetic 
and collaborative staff consists of its Executive Director (ED), Deputy Director, with whom 
the Bookkeeping Consultant will work most closely, and six program staff.  
 
CfJJ is a 501(c)(3) nonprofit organization, incorporated in Massachusetts, with an 
estimated $600,000 annual budget. CfJJ uses the accrual basis of accounting. 
 
Bookkeeper Responsibilities: 
The bookkeeping consultant is responsible for implementing and/or maintaining the 
organization's accounting system. The bookkeeper is responsible for monthly accounting, 
such as journal entries, processing invoices, account reconciliations and bank deposits. The 
bookkeeper also keeps records of assets and liabilities, and assists with preparation of 
financial statements and reports.  The bookkeeper is expected to assist the 
Operations/Deputy Director in ensuring compliance with non-profit reporting 
requirements.  
 
Bookkeeper Job Duties: 

• Works with QuickBooks to account for financial transactions including but not 
limited to a chart of accounts; defining bookkeeping policies and procedures. 
Maintains accounts by verifying, allocating, and posting transactions. 

• Manage all aspects of bookkeeping and accounting processes including but not 
limited to: A/P, A/R, payroll, journal entries, and bank reconciliation in accordance 
to GAAP.  Prepares deposits, checks, invoices on a monthly basis. 

• Maintains general ledger by transferring account summaries, reconciles four 
financial institute accounts, credit card and petty cash. 

• Prepare monthly and quarterly financial reports, including standard financial 
reports, budget vs. actual reports and grant-specific financial reports in Excel. 

• Maintains historical records by creating files annually and filing documents. 
• Assisting the Operations/Deputy Director in complying with federal, state, and local 

legal requirements by studying requirements and assisting in filing reports. 
• Assist in the preparation of tax forms, 1099 forms and year end collection of 

documents for delivery to Accountant. 
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Bookkeeper Skills and Qualifications: 
• Accounting degree or 3-5 years’ work experience in a bookkeeping/accounting 

function. 
• Experience working in nonprofit multi-fund accounting, including experience 

tracking and reporting financial data for multiple grant funders. 
• Strong QuickBooks and Excel skills, including all normal accounting transactions, 

SFAS Rules and reporting. 
• Experience going through a financial audit. 
• Attention to detail, confidentiality and strong communication are all critical skills 

for success in this role.  
 
HOW TO APPLY: To apply, please send an email to cfjj@cfjj.org with the subject line 
“Bookkeeping Consultant application” and attach (1) a proposal describing your interest in 
and experience relevant to this position and expected compensation; (2) your resume; and 
(4) names and contact information for 3 references.  Applications will not be considered 
until all of the above materials have been submitted.  Applications will be accepted 
until the position is filled. 
 
CfJJ is an equal opportunity employer regardless of race, color, creed, religion, sex, age, 
sexual orientation, national origin, disability, veteran status or any other characteristic 
protected by state, federal or local law. Discrimination of any type will not be tolerated. 
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