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Accounting and administrative assistant 

We’re looking for a part-time, detail-oriented assistant to help us with accounting and 
administrative tasks.  

The assistant will meaningfully contribute to our child welfare nonprofit while building 
knowledge in accounting and administrative support. The assistant will be appreciated by a 
small group of talented and kind professionals at a welcoming agency with high retention and a 
focus on work-life balance and staff well-being. 

Work hours can be flexible; this could be an ideal job for a student or someone with childcare 
or other responsibilities. There is potential to expand hours over time, as the assistant’s interest 
and budget allow.  

Who we are 

Northwest Resource Associates is a nonprofit child welfare agency. We envision a world where 
every young person has family that affirms and nurtures their growth and potential. We work 
toward this vision by designing and delivering programs that empower youth, strengthen 
families, and improve child welfare systems. The solutions we offer include training programs 
for families who want to foster or adopt, support programs for foster and adoptive families, 
and digital stories co-created with youth. For more than 40 years, we have conducted this work 
through state and federal contracts. We are headquartered in Seattle, WA, and have offices in 
Alaska, Oregon, and Washington. You can find our program work at the following websites: 

• AdoptUSKids  
• Alaska Center for Resource Families 
• Northwest Adoption Exchange 
• Oregon Post-adoption Resource Center 

Northwest Resource Associates is an equal opportunity employer. We are passionate about 
inclusive and affirming policy and practice and are recognized by the Human Rights Campaign’s 
All Children, All Families program. We welcome and encourage applications from alumni of 
foster care and qualified individuals of every ability, age, gender identity and expression, 
national origin, race, religion, sexual orientation, and veteran status. 

https://adoptuskids.org/
https://www.acrf.org/
https://www.nwae.org/
https://www.orparc.org/
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Your responsibilities 

Accounting (10 hours per week) 

• Assist the staff accountant with full-cycle Accounts Payable. You would receive invoices 
and expense reports both from staff and external parties, review for completeness and 
accuracy, and enter those costs into our accounting system (MIP). 

• Assist the staff accountant with monthly credit card reconciliations. 
• Check the office mail in downtown Seattle and triage mail, scanning checks and 

delivering them to the CFO in Edmonds, and retaining other important mail in the 
Seattle office. 

Administrative support (10 hours per week) 

• Schedule meetings and job interviews. 
• Provide assistance during video conference meetings—for example, by assigning staff to 

rooms. 
• Take meeting notes. 
• Assist with procedures for onboarding and offboarding staff.  
• Help maintain digital files. 
• Assist executive director with credit card reports. 
• Answer phone and triage voicemail. 
• Check email distribution lists. 
• Maintain emergency contact list. 

Requirements 

• Six months of work/internship experience in Accounting OR completed coursework in 
Accounting OR currently enrolled in Accounting classes.  

• Proficiency using Microsoft Office products. 
• Reputation for attention to detail. 
• Reputation for being communicative, friendly, and helpful. 
• Ability to handle sensitive and confidential information with discretion and integrity. 
• Ability to adopt new technology and processes. 
• Experience collaborating with others, accepting feedback, and being flexible. 
• Commitment to continuous learning and improvement. 
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• Understanding of equity and inclusion principles and the importance of disrupting 
systemic racism and unconscious bias—or willingness to learn and participate in training 
and discussions. 

Bonus skills and experience 

• Experience entering invoices into accounting software. 
• Experience with MIP accounting software. 
• Nonprofit experience. 

Location and hours 

Seattle area. This position will need to check the mail in downtown Seattle about once every 
ten days and deliver checks as they come in. Otherwise, the position will work remotely for 
now. We are currently developing a new hybrid work model, but we don’t anticipate asking 
anyone to spend more than 20% time in the office. The hours for this position are flexible. Only 
some of them will need to be during business hours, and we can work with candidates to 
develop a mutually beneficial schedule. 

Salary and benefits 

$23 per hour.  

At half-time, this position is eligible for a flexible work schedule, 3.6 weeks of paid vacation per 
year, 15 paid holidays per year, paid sick leave, a generous family leave policy, a retirement 
plan, optional 403b plan, medical and dental insurance, life insurance, disability insurance, long-
term care insurance, and commuter benefits.  

How to apply 

Submit a brief cover letter describing why you might be a fit for the position and your resume 
via our AirTable form: https://airtable.com/shrRGJ9zRjQ7MbYmg. We will accept applications 
until the position is filled, but we will prioritize applications that come in on or before 
September 9. After September 9, we will prioritize applications that come in by September 16, 
September 23, and so on.  

https://airtable.com/shrRGJ9zRjQ7MbYmg
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