ASIAN PACIFIC ISLANDER LEGAL OUTREACH
JOB ANNOUNCEMENT
API Legal Outreach seeks a full or part-time staff person or an outside accounting service to coordinate its financial systems as described below.  Established in 1975, API Legal Outreach provides multi-lingual and culturally appropriate legal, educational, and social services to the Asian and Pacific Islander community of the Bay Area.  A community-based, non-profit corporation dedicated to social justice, priority programs provide services to women, youht, seniors, and recent immigrants as well as  survivors of elder abuse, domestic violnce and humand trafficking. 

Position:  Finance Coordinator 
Duties and Responsibilities:
1.
Manage finances of API, including accounting, fiscal reporting, and office systems.

2.
Assist with administration of grants and contract management. 

3.
Provide financial information and reports on behalf of  the organization to funders and government entities, as appropriate.

4.
Maintain financial databases, including general ledger, bank accounts, client trust, and donors.

5.
Assist Executive Director and Board of Directors in fiscal oversight.

6.
Assist with other financial office tasks as necessary.

Qualifications:
1.
Demonstrated commitment to social justice and to serve disadvantaged persons in the Asian/Pacific Islander community.

2.
Excellent Working knowledge of personal computer; word processing, database, Excel, and QuickBooks Pro programs.

3.
Excellent written and oral communication skills.

4.
Accounting/bookkeeping and financial management experience.

5.
Bilingual and bicultural skills in an API language and culture a plus.

Hours:
24-40 hours per week, plus some weekend and after hours meetings.

Salary:
Based upon pay scale that starts at $36,000 and increases dependant on 

experience; includes paid vacation, sick leave, holidays, and health insurance.  Part-
time (pro rated) and flex-time arrangements may be considered for applicants with 
extensive experience.  If outside service, compensation subject to bid.
If interested, send cover letter and resume with 3 references to: Personnel Committee, at the listed SF address or info@apilegaloutreach.org.  Position is open until filled.

An Equal Opportunity Employer Committed to Affirmative Action
Women, people of color, persons with disabilities, older persons, gays, lesbians, bisexuals, 

transgendered persons, immigrants and refugees are encouraged to apply.

1121 MISSION STREE • SAN FRANCISCO, CALIFORNIA 94103 • 415/567-6255
1305 FRANKLIN STREET, SUITE 410 • OAKLAND, CALIFORNIA 94612 • 510/251-2846
Please reply to:  (   SF  (   Oakland

