
The Valentine  
Employee Job Description 

 
Position Title:  Accounting Clerk1 
 
FLSA Status:  Non-Exempt2 / Part-Time 
 
INSTITUTION DESCRIPTION:  
THE VALENTINE is a nonprofit organization located in the City of Richmond, Virginia. The 
mission of The Valentine is to engage, educate, and challenge a diverse audience by 
collecting, preserving, and interpreting Richmond's History. 

 
CORE RESPOSIBILITIES: 
Under the supervision of the Director of Finance, the Account Clerk will be responsible 
for assisting with the processing of financial transactions for the Finance Department of 
The Valentine by performing the following duties: 
 

 Verifies, allocates, and post the details of business transactions to subsidiary 
accounts in journals or computer files from documents such as sales slips, invoices, 
receipts, check stubs, and computer printouts. 

 Reconciles and balance accounts as assigned. 
 Provide administrative support in order to ensure effective and efficient office 

operations. 
 Perform other related duties as required. 

 
 
EDUCATIONAL BACKGROUND: 

 Required:  High School Diploma or equivalent. 
 Preferred: College with the completion of some financial related courses. 

 
SKILLS REQUIRED: 

 Excellent oral and written communication skills, with ability to communicate with 
diverse populations 

 Professional demeanor 
 Experience using Microsoft Excel and Microsoft Word programs  
 Well organized with attention to detail and ability to carry out tasks independently 
 Ability to meet deadlines 

 
SCHEDULE:     Flexible schedule / 10 -15 hours per week 

                            
1 DISCLAIMER: This is not necessarily an exhaustive list of all responsibilities, duties, skills, efforts, requirements or working conditions 
associated with the job. While this is intended to be an accurate reflection of the current job, management reserves the right to revise 
the job or to require that other or different tasks be performed as assigned. 
 
2 FLSA stands for the Fair Labor Standards Act, which was enacted by Congress in 1938 and is under Federal Wage and Hour 
statutes. The Fair Labor Standards Act uses the terms exempt and nonexempt to describe work that is included (nonexempt) or not 
included (exempt) in the Act’s overtime and record-keeping provisions. The Act requires that overtime (payment for hours worked in 
excess of 40 hours in one week) be paid to employees performing nonexempt work. 
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PHYSICAL REQUIREMENTS:     The Accounting Clerk must be physically able to stand and 
walk, be able to climb stairs. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.  The Accounting Clerk may 
be occasionally asked to lift and carry objects such as boxes, binder or files weighing up to 
15 pounds. Specific vision abilities required by this position include close vision and the 
ability to focus. 
 


