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POSITION DESCRIPTION 
 
Title:    Administrative and Bookkeeping Assistant 
Location:   Newport, RI 
Full/Part-time:   Full-time (40 hours/week) 
Exempt/Non-Exempt:  Non-exempt 
Reports To:   Operations Manager 
 
BACKGROUND 
 
van Beuren Charitable Foundation (vBCF) is a private family foundation dedicated to 
investing in the quality of life and quality of place on Aquidneck Island and surrounding 
communities.  The Foundation is staffed by a small, dedicated team of professionals in a 
supportive, high performing culture that values collaboration, continuous improvement, and 
collegiality.  The Administrative and Bookkeeping Assistant provides integral support to 
vBCF’s operating capacity. 
 
Because the Foundation is a small team it is important for Foundation employees to be 
flexible to changes in routine and responsibilities, helpful to others in achieving objectives, 
and adaptable in the event of illness, vacation and the like.  Staff operates out of the 
Foundation’s Newport office, located in a new open-plan workspace. 
 
POSITION SUMMARY 
 
The Administrative and Bookkeeping Assistant supports the administrative processes related 
to business and office operations working with the operations staff to assure the day-to-day 
activities of the Foundation run smoothly and efficiently; undertakes special projects as 
assigned and provides other support as needed by the Operations Manager. 
 

General Office Administration  

• Manage hospitality services - greet visitors to the Foundation, ensures attractive and 
welcoming office space, and provisions meals, snacks and beverages for meetings 
and the office. 

• Order and track business supplies 
• Manage mail including opening/sorting, outgoing delivery and interoffice circulation 
• Maintain business and financial recordkeeping and filing systems (electronic and 

physical) 
• Manage the Foundation’s periodical subscriptions 
• Organize vendors and schedule maintenance and repairs to keep the office clean and 

safe, and ensure the facilities, appliances and equipment are in good working order. 
• Assist with troubleshooting office systems including leased equipment, phone 

system, office systems and other technology 
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• Schedule staff meetings and coordinate the agenda 
• Schedule finance committee meetings, coordinate and distribute finance committee 

materials  
• Drive personal vehicle to run various errands (e.g., shop for office supplies, drop off 

recycling, deliver meeting books to board members) 
 

Bookkeeping  

• Assist with accounts payable, accounts receivable, reconciliation of monthly 
statements and preparation of financial reporting 

• Assist with developing charts and data analysis  
• Support the Operations Manager with audit and tax planning 
• Assist with HR/payroll related activities including tracking leave, professional 

development activities, payroll reporting 
• Manage expense reporting including credit card and out of pocket reimbursements 
• Generate grant payment letters and post grant payments in the database 

 
Required competencies and skills 

• Bachelor’s degree and at least two years of relevant experience or equivalent 
experience 

• Computer and office skills including proficiency with Microsoft Office 365 suite of 
products (Word, Excel, Outlook, Teams) 

• Proficiency with Quickbooks, as well as general working knowledge of accounting 
transactions and principles 

• Impeccable attention to detail and deadlines 
• Time management 
• Strong document management skills 
• Excellent oral and written communication skills 
• Ability to handle sensitive matters with tact and discretion 
• Professional, pleasant and courteous demeanor, integrity, tact and good judgment 
• Dependability 
• Ability to work both independently and collaboratively as part of a small tea 
• Ability to lift up to 20 lbs. 
• Ability to drive a car safely and in compliance with all rules of the road. 

 
Desired Background and Personal Qualities 

• Thoughtful, thorough, flexible with sense of humor 
• Bring a generalist’s broad set of interests and skill sets to the position 
• Enjoy working in a busy office in a small team environment, finding opportunities to 

take initiative, and doing whatever is needed to assure smooth operations 
• Experience with database management 
• Experience with Mac OS 
• Experience with calendar management 
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Applicants must have a motor vehicle and valid driver's license. 
 
The Foundation offers competitive compensation commensurate with experience, 
professional development opportunities and an excellent benefits package.   
 
To apply, please submit a cover letter and resume to Kim Dame, Operations Manager, at 
kdame@vbcfoundation.org by March 1, 2022. 

 
vBCF is an equal opportunity employer. vBCF will not discriminate against an applicant based 
on race, color, gender, age, religion, disability, sexual orientation, gender identity or 
expression, national origin, or any other characteristic protected by law. vBCF will reasonably 
accommodate a qualified applicant's disability and/or religious belief, provided that such 
accommodation does not cause undue hardship to vBCF. Applicants requiring reasonable 
accommodation should contact Kim Dame at kdame@vbcfoundation.org. 


