
 

Conserving Natural Resources for Our Future 

Wyoming Association of Conservation Districts  
517 E. 19th St.  

Cheyenne, WY 82001 
Phone: 307.632.5716 

www.conservewy.com 

 

Join Our Team as a Part-Time Bookkeeper! 
Location: Cheyenne, Wyoming 
Schedule: Part-time – Approximately 2-5 hours a week 
Reports to: Communications & Administrative Manager 

About Us 
The WACD is a statewide nonprofit organization representing Wyoming’s 34 
conservation districts and their 170 elected Board members, dedicated to 
protecting and managing natural resources. The WNRF, our sister organization, 
creates opportunities for individuals and organizations committed to conservation 
efforts across Wyoming.  

 
 
Position Overview 
We are seeking a reliable and detail-oriented Part-Time Bookkeeper to support 
our nonprofit financial operations for the Wyoming Association of Conservation 
Districts and the Wyoming Natural Resource Foundation. This role is essential to 
maintaining accurate records and ensuring timely processing of incoming funds 
and grant tracking. 

Because our administrative team operates remotely, this position requires a local 
presence to manage physical financial tasks at our office. 

Key Responsibilities 

Accounts Receivables & Check Processing 
• Visit the organization’s physical office in Cheyenne, on a weekly basis to 

retrieve incoming checks  
• Record and code all checks accurately in QuickBooks  
• Prepare and complete bank deposits weekly  
• Maintain organized records of all transactions and supporting 

documentation  
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Data Entry & Financial Recordkeeping 
• Ensure accurate and timely entry of financial data into accounting 

software  
• Assist with reconciliation support as needed  
• Maintain consistency in coding and categorization of transactions  

 
Grant & Project Tracking 

• Track grant revenue and expenses in alignment with funding requirements  
• Assist in maintaining accurate financial records by grant or project  
• Support reporting needs by ensuring data is properly categorized and up 

to date  
 

Coordination & Communication 
• Communicate regularly with the remote team regarding deposits and 

financial activity  
• Flag discrepancies, missing information, or unusual transactions  

 
Qualifications 

• Experience with bookkeeping or basic accounting (nonprofit experience 
preferred)  

• Familiarity with accounting software (QuickBooks, DEXT, or similar) 
• Strong attention to detail and organizational skills  
• Ability to handle sensitive financial information with integrity and 

confidentiality  
• Reliable transportation and ability to travel to the office weekly  
• Ability to work independently with minimal supervision  

 
Preferred Qualifications 

• Experience with grant tracking or fund accounting  
• Understanding of nonprofit financial practices or willingness to learn 
• Experience supporting audits or financial reporting  

 
Compensation 

• Hourly rate: $20-$30 depending on experience  
 

Why Join Us 
• Flexible, part-time schedule  
• Opportunity to support a mission-driven organization  
• Independent role with meaningful impact on operations 

 
Submit your cover letter, resume, and three references to 

communications.admin@conservewy.com 

Join us in the conservation of Wyoming’s natural resources for Our Future!  
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