
 
 

 

Job Posting 

Bookkeeper 
 
 

The Organization 
The North Lawndale Employment Network’s mission is to improve the earnings potential of people in North 
Lawndale and surrounding communities through innovative employment initiatives that lead to economic 
advancement and an improved quality of life. 
 
For two decades, North Lawndale Employment Network (NLEN) has served residents of Chicago’s North 
Lawndale and nearby West Side communities, delivering employment services to those with significant 
barriers.  Since our founding in 1999, NLEN has established a network of caring staff offering job training and 
job skills certifications that open doors to family-sustaining wages; and help soften the stigma of having a 
criminal record or of being poor, and provide pathways to jobs and prosperity. 
 

What you’ll do 
 Post bills and prepare bill payment checks for mailing and online payments 
 File and photocopy docs for funding source vouchers 
 Invoice and process A/R collections for Sweet Beginnings, LLC 
 Manage the processing of purchase orders, debit card requests, check requests 
 Reconcile credit card transactions via PayPal for proper documentation and coding, and upload into 

QuickBooks for Sweet Beginnings, LLC 
 Prepare, process and post daily bank and credit card deposits 
 File and organize A/P, credit card, and cash receipts backup  
 Carry out administrative duties and help to improve office processes and procedures to ensure the 

office operates smoothly 
 Perform data entry utilizing MS Excel, and other custom databases  
 Assists in maintaining filing systems and ensures accuracy, confidentiality and consistency of filing 

systems, charts and records 
 Maintains a baseline knowledge of relevant program and service/training-related terminology 
 Track and manage correspondence and documents  
 

Who you are 
 You have an Associate’s Degree in Accounting or Business Administration or 4+ years’ experience 

working in General Ledger Accounting 

 2+ years’ experience and familiarity with non-profit accounting strongly recommended 

 2+ years of  Customer Service experience 

 Intermediate (or higher) knowledge of QuickBooks, Microsoft Excel, Word, and Outlook 

 You have a car with insurance and valid Illinois driver’s license 
 

Why you should apply 
 Opportunity to be a part of an organization with demonstrated leadership within the community 
 To boast that your work helped shape the future of our clients by helping to increase their livelihoods 

and quality of life  



 
 

 To enjoy the competitive benefits we offer to include:   
1. Group health, dental, and vision insurance  
2. Compensation dependent upon experience and qualifications 
3. 401(k) plan  
4. 12 Paid holidays  

 

Salary  

$40k 

 

To apply, please forward your resumé and cover letter to careers@nlen.org. 
 


