
 

Job Position – Bookkeeper 
 
 
Reach Beyond is a Christian not-for-profit organisation that is part of a global community 
committed to seeing Jesus known and loved among all people. We are partner-driven and aim 
to reach unreached people groups in the Asia Pacific region, through various formats of 
media, by giving them ready access to a relevant and life-changing gospel message. 
 
Reach Beyond is seeking to employ a Bookkeeper on a permanent part-time basis. 
 
The bookkeeper will be responsible for maintaining the organisation's accounting system by 
maintaining accurate records for the day-to-day accounting. This includes, but is not limited 
to, accounts payable and receivable, journal entries, processing invoices, account 
reconciliations and bank deposits.  
 
In this role, you will provide support to our external Accountants who are engaged by Reach 
Beyond to provide overall Accounting Services, including monthly and annual reporting and 
payroll. 
 
Reach Beyond is fully committed to being an equal opportunity employer.  Discrimination of 
any type will not be tolerated.  However, the successful applicant will need to be actively 
involved in the life of a local church and attest to and affirm the organisation’s ‘Core Values’ 
and ‘Statement of Faith’ in accordance with the Constitution. 
 
 
Job Description and Responsibilities: 
 
The job description and responsibilities listed below are not designed to be a comprehensive 
list of activities, duties or responsibilities required of the position. Duties, responsibilities and 
activities may change at any time with or without notice. 
 

 Perform basic accounting procedures such as, accounts receivable, accounts payable, 
journal entries, processing invoices, account reconciliations and bank deposits. 

 Communicate with customers to address any past due invoices. 

 Work alongside and in conjunction with the Administrative Assistant for the processing 
of online and offline donations. 

 Engage in training to become proficient in Connexions, our web-based donor relations 
database. 

 Provide other accounting assistance and support as requested. 



 
 
Qualifications / Skills: 
 

 Excellent verbal and written communication skills. 

 Technical proficiency, including use of accounting software (Xero) and web-based 
applications (including Connexions). 

 Excellent attention to detail. 

 Strong organizational skills. 

 Strong analytical skills. 

 Ability to work independently. 

 Credibility and integrity 
 
 
Experience Requirements: 
 

 More than 5 years of previous bookkeeping experience 
 
 
Remuneration, Work Hours & Benefits 
 
Remuneration   Salary is negotiable depending on experience 
Hours of work    2 days per week (max. 16 hours), could be spread over 3 days 
Days of work   To be negotiated 
Superannuation  9.5% contribution of gross salary 
Annual Leave   8 days per annum 
Personal Leave   4 days per annum 
 
 
Contact: 
 
Phone:    1300 653 853 
Email:     personnel@reachbeyond.org.au 
Website:   www.reachbeyond.org.au 
 
 
If interested in this position of Bookkeeper with Reach Beyond, please call the office or send 
your CV to the email provided. 
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