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POSITION DESCRIPTION:  Accounting & Administrative Assistant 
Reports to:  Market Accounting & Office Manager and Executive Director  

Status: Full time, Non-exempt  

Hours: 35 - 40 hours per week on average, with the option to reduce hours in December – April, 
if desired. 

Pay rate: $17.61 - 19.81 per hour, depending on experience. 

Benefits: Health, dental, vision, alternative care, 401k match, paid time off and paid holidays 

Location: Portland Farmers Market office in North Portland. 

 

POSITION SUMMARY 
 

Portland Farmers Market (PFM) is a nonprofit organization operating five farmers markets in 
Portland, Oregon. Our markets contribute to the success of hundreds of food growers and 
producers in our region, provide access to farm-fresh food for residents, and create vibrant 
community gatherings.  
 
The Accounting and Administrative Assistant (AAA) will support the Market Accountant & Office 
Manager with a variety of accounting and office functions. The AAA will also assist the Executive 
Director in some administrative functions, including Board and staff meeting support, record-
keeping, and fundraising support. Also, the AAA will assist with administrative office support 
tasks like checking office mail, managing office supplies, share in light office cleaning, 
organization, etc. 
 
This is a full-time, year-round position, with the opportunity to reduce hours to 32 per week in 
December – April, if desired. Due to seasonal demands of the work, limited vacation time is 
available during the summer season and Labor Day Monday is a mandatory work day. 
 

SCHEDULE REQUIREMENTS 
 

• May - October: 35 - 40 hours per week. 

• December - April: 32 - 40 hours per week. 

• Mondays are required year-round, including Labor Day.  

• Tuesday through Friday schedule will be set based on availability, to include two or 

more full or partial days, with a 9am start time preferred.  
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• Occasional evening or weekend days will be necessary when assisting with board 

meetings and fundraising events. 

 
RESPONSIBILITIES 
 
Market Accounting Support 

• Prepare market paperwork, tokens (market currency), and related supplies for markets. 

• Reconcile market activity including cash receipts for token sales, merchandise sales, and 

market vendor fee billing. 

• Track market vendors’ weekly payments and follow up with reminder emails. 

• Enter receipts for redeemed tokens, track token activity, send email receipts to vendors 

redeemed via ACH. 

• Assist with end of month inventory & token reconciliation. 

• Coordinate and oversee volunteers who count tokens and count tokens when needed. 

• Update spreadsheets for tracking a variety of market activities & financial reporting. 

• Additional bookkeeping includes: create incoming check log, enter debit card receipts, 

mail invoices, checks, and filing. 

• Provide occasional back-up support as needed to cover vacation and sick days for 

Market Accountant & Office Manager. 

 
Office Support 

• Assist in monitoring PFM’s general email, voicemail & postal mail and distribute to 

appropriate staff. 

• Maintain office supplies, order supplies for staff, and assist in light office equipment 

maintenance. 

• Participate in shared office cleaning and organization including dishes, laundry, and 

occasional light cleaning. 

• Maintain staff contact lists and assist in coordination of birthday & appreciation events. 

• Provide administrative support and preparation for staff meetings, including scheduling, 

note-taking, food purchase and preparation.  

• Assist in printing and preparation of materials for markets, programs, and/or other 

events or meetings, as assigned. 

• Maintain shared calendars for office happenings and conference room reservations 

• Other office support duties as assigned. 

 
Executive Director and Board Support 

• Board support 
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o Assist in preparation for in-person Board of Directors meetings and meetups, 

including: scheduling, materials prep, food purchase, set up and clean up. 

o Take board meeting minutes, edit, finalize and distribute. Assist in preparation 

and distribution of board materials upon request. 

o Maintain updated board roster, board manual and other board materials. 

• Assist with committee administration for select committees, including scheduling, 

meeting prep, note-taking and record keeping, as needed 

• Assist with fundraising activities, including raffles, grants, special events, etc.  

• Assist with preparation for staff meetings and staff birthday celebrations. 

• Assist Executive Director with special reports, tracking of data, scheduling and 

communications as needed. 

• Assist with regular administrative reports and filings upon request (including but not 

limited to quarterly ASCAP reports, monthly DUFB reports, etc). 

• Other executive support duties as assigned. 

 

General 

• Participate in regular all-staff meetings and check-in meetings with your supervisor. 

• Attend organization-wide planning processes and trainings. 

• Apply PFM’s diversity, equity & inclusion lens to accounting and office practices, where 

applicable. 

 

KNOWLEDGE, SKILLS AND ABILITIES 

 
Studies have shown that women and people of color are less likely than others to apply for a 
position unless they feel they meet every qualification as described. We are committed to 
finding the best overall candidate and understand that candidate may not immediately identify 
with every qualification listed. If you are interested in applying, we encourage you to think 
broadly about your background and qualifications for this role. 
 
Required Qualifications 

• Two years of experience with basic accounting including: cash receipts, billing and 

account reconciliations. 

• Two years of experience in an office environment conducting general administrative 

tasks. 

• Intermediate level experience with Microsoft Excel. 

• Money handling and accurate counting experience. 

• Ability to work independently and prioritize daily responsibilities effectively. 

• Ability to anticipate the needs of a project and communicate proactively. 

• Strong attention to detail and accuracy within deadlines. 
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• Ability to stay focused and organized in a busy, open office environment. 

• A friendly, cooperative attitude evident in written and verbal communications. 

• Able to write in a manner that clearly conveys administrative and business information. 

• Ability to learn quickly and to ask for guidance when needed. 

• Willing to agree to criminal background check.  

 
Preferred Qualifications 

• At least one year of experience using QuickBooks Pro or QuickBooks Online. 

• Appreciation for PFM’s mission, values and work. 

• A demonstrated commitment to diversity, equity & inclusion (DEI) and anti-racism. 

• Experience and/or interest in nonprofit fundraising  

 

HOW TO APPLY 
 

• Please submit your cover letter and resume to apply@portlandfarmersmarket.org.   

• Please put AAA2024 and your last name in the subject line of your email.   

• We will begin reviewing submissions at Noon on Friday, March 22, 2024. Application will 

remain open until the position is filled.  

 

WE WELCOME DIVERSITY 
 

We believe that when our staff represents a diversity of perspectives and life experiences, we 
can be most responsive to the needs of our vendors and shoppers, and better reflect the 
communities where our markets call home.  
  
Portland Farmers Market is an equal opportunity employer. We welcome all qualified 
individuals in accordance with the law without regard to their race, color, creed, religion, age, 
gender, sexual orientation, marital status, military status, political opinion, sex, national origin, 
familial status, mental and physical disability, gender identity, source of income, disability or 
any other status protected by federal, state, or local law in all personnel actions including 
recruitment, evaluation, selection, promotion, compensation, training, and termination. We 
will provide reasonable accommodation unless it creates undue hardship on our organization's 
operation. Any applicant needing reasonable accommodation should notify us as soon as 
possible.  
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