
 
 

Bookkeeper  

Position Description 
 

Mission:  
For 31 years the Brunswick-Topsham Land Trust (BTLT) has conserved the remarkable diversity and natural heritage of 

the greater Brunswick-Topsham region, and has grown to be a leader in local community and economic development. 

 

Position Summary:  

The Land Trust seeks a detail-oriented Bookkeeper to support the organization’s operating and administrative efforts. 

The Bookkeeper will serve as an integral member of the Land Trust team and will report to the Executive Director. 

 

Bookkeeper: 
This staff position reports to the Executive Director and receives oversight from the Treasurer and Finance Committee. 

The Bookkeeper assists the Fiscal Team with the day-to-day fiscal operation of the land trust. The Bookkeeper also works 

with staff throughout the organization in addressing and resolving questions related to program invoices, charges, payroll, 

and other financial issues.  Because most of the job functions listed below are subject to deadlines and/or must be 

completed each month by a specific day/time, attention to detail and the ability to meet deadlines are  essential. This 

position is housed in the Land Trust office on Maine Street in Brunswick, ME. 

 

ESSENTIAL JOB FUNCTIONS: 

 Accounts payable: The bookkeeper is responsible for maintaining the vendor files and databases specific to BTLT 

accounts payable, including preparation of invoices for approval by the Executive Director and preparation of 

checks for signature by BTLT’s approved check-signers. The bookkeeper will assist with working with vendors to 

negotiate services and costs. 

 Accounts receivable: The bookkeeper is responsible for maintaining the files and databases specific to BTLT 

accounts receivable. The bookkeeper is responsible for preparing bank deposits and reconciling income records in 

Quickbooks and our donor software (Little Green Light). 

 Payroll: The bookkeeper is responsible for maintaining and updating the BTLT payroll for production by an 

outside company. As necessary, the bookkeeper must update and correct accounts payable to reflect changes in 

employee pay, withholdings and deductions. 

 Timely reporting: The bookkeeper is responsible for the preparation of monthly internal financial reports as well 

as preparing necessary reports and materials needed to support IRS reporting and annual financial reviews and 

audits.  

 Other administrative support: The bookkeeper is responsible for assisting office staff with ordering of supplies, 

and building and equipment maintenance, and other administrative support as necessary. 

 

QUALIFICATIONS: 
Applicants should demonstrate the following: 

 Commitment to the land trust’s mission and core values; 

 Appropriate judgment in addressing and resolving financial and reporting issues in accordance with the relevant 

accounting principle or policy; 

 Capacity to work collegially and effectively with staff and volunteers throughout the organization; 

 Strong attention to detail and accuracy in individual work; 

 Ability to create and maintain necessary systems to support work and work deliverables in a timely manner; 

 Demonstrated aptitude for accounting or related financial analysis; 

 Ability to handle multiple responsibilities and to prioritize work as needed; 

 Strong computer proficiency and the ability to use Quickbooks and Microsoft Excel; 

 Desire to contribute to and maintain BTLT’s high standards for excellence. 



REQUIREMENTS: 

 Applicants should have an Associate’s Degree and/or equivalent prior experience in business, accounting or 

bookkeeping practices.  Two or more years of relevant experience preferred. 

 Experience with Microsoft Excel and Quickbooks required 

 

CORE COMPETENCIES:  

 Strong attention to detail  

 Respect for confidentiality 

 Ability to work as a team player  

 Ability to manage multiple tasks and meet deadlines  

How to Apply 

E-mail a one-page cover letter, resume, and three references to Angela Twitchell, Executive Director, at angela@btlt.org 

or by regular mail to 108 Maine St., Brunswick, ME 04011 (no phone calls, please).  

Additional Information 

Application Deadline:  Open until filled 

Job Type:   Part-Time (10-15 hrs/wk, negotiable)  

Salary:    Commensurate with experience, includes salary plus vacation and benefits 

Start Date:   Negotiable, preferred start date on or before 12/1/2016 

Location:   Brunswick 

mailto:angela@btlt.org

