
Refugee Women’s Alliance is an Equal Opportunity Employer. 
 

 

Refugee Women’s Alliance (ReWA) is a 
nationally recognized multiethnic nonprofit 
organization that provides award-winning 
services to refugee and immigrant women and 
their families in King and Snohomish Counties. 

  

  

Job Description 
 
POSITION TITLE: Assistant Accountant  
 
DEPARTMENT:  Finance Department 
 
REPORTS TO:  Finance Director 
 
STATUS:   Nonexempt Regular Part- Time (15 hours/week) 
 
SUMMARY The Assistant Accountant provides whatever support is necessary to the Finance 

Department. 
 
RESPONSIBILITIES:  

1. Collaborates with finance team on various accounting projects. 

2. Performs reconciliations of accounts. 

3. Sets up new suppliers and inputs program and grant budgets in accounting system. 

4. Prepares and deposits cash and checks received. 

5. Verifies financial statements and accounts and makes corrections where appropriate. 

6. Carries out administrative tasks 

7. Maintains documents and records to ensure all files are kept up to date. 

8. Participates in program audits and annual audit. 

9. Supports Accounts Payable Specialist and cross trains on duties of other Accountants. 

10. Accomplishes accounting and organization’s mission by completing related activities as needed. 

 
MINIMUM QUALIFICATIONS:  

 Associate’s Degree in Accounting or Finance. 

 Knowledge of general accounting principles and general accounting functions including reporting 
requirements and procedures related to federal, state and other related grants, cost accounting, 
government accounting and auditing. 



Refugee Women’s Alliance is an Equal Opportunity Employer. 
 

 Knowledge of budget preparation and administration, financial record keeping and reporting. 

 Proficiency in spreadsheet, word processing and accounting software (preferably Abila MIP) 

 Strong work ethic with a defined sense of urgency, ownership, and accountability for deadlines. 

 Strong problem solving skills. 

 Excellent communication skills, team building skills 

 Ability to deal sensitively with confidential material. 

 Ability to work effectively in a multi-ethnic environment with sensitivity to and respect for diverse 
cultures. 

 

 
PHYSICAL REQUIREMENTS: 

 Adequate visual skill and manual dexterity for computer and other data-related tasks 

 Able to sit for long periods of time. 

 Able to lift and move file boxes 

 
 
 


