
Apply Today!

+248-805-1075

vpadmin@hhscswim.org

hhscswim.org

995 Old Perch Rd. ,
Rochester Hi l ls  MI 48309

Heart of  the Hil ls  Swim Club 
is  a private,  family-fr iendly,  non-profit

swim club owned by its  members in
Rochester Hil ls ,  MI .  The faci l ity has a 6

lane,  50 Meter pool  with generous
shallow end,  three tennis courts ,  a

basketball  court ,  and a large pavi l ion.
The club has a membership of  380

famil ies,  who participate in an active
Swim Team that competes in the NSSL
Swim League,  and a Tennis Team that

competes with clubs in the NOCSSL.

Responsibilities:

Requirements:

M a n a g e  A l l  A c c o u n t s  P a y a b l e  a n d
R e c e i v a b l e  i n  Q u i c k B o o k s

Enter detai ls  from incoming membership
payments so they are recorded in QuickBooks.

Electronical ly  pay any approved outgoing
payments and reimbursements.

Professional  experience using QuickBooks
Desktop while maintaining accounts payable
and accounts receivable of  a business.

Abi l ity  to stay connected with Board
Members and Employees via text
communication,  email ,  and Slack
communication app on a dai ly  basis .

Excel lent knowledge of  MS Off ice,  Google
Drive and abi l ity/eagerness to learn new
software systems.

A n a l y z e  F i n a n c i a l s  o n  a  M o n t h l y  B a s i s

Reconci le accounts on a monthly basis  and
produce a snapshot for  Board meetings.

Work with Treasurer to maintain accurate
reporting of  f inancial  s ituation for long-
term planning purposes.

BUSINESS
MANAGER

We're Hiring

http://hhscswim.org/jobs

Notify Board of  any inconsistencies or
addit ional  information needed to reconci le ;
Help keep volunteer Board on track to
ensure f inancials  are up to date.

J o b  i s  r e m o t e ,  e s t i m a t i n g  r o u g h l y  1 0
h o u r s / m o n t h  o f  w o r k  a f t e r  i n i t i a l
o n b o a r d i n g .

Preferred Quali f ications:  BS/BA with
Bookkeeping experience and/or Quickbooks
Certi f ied Bookkeeper status.


