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Daily Money Manager Assistant 
 
 
Money Care, LLC is a daily money management company that helps individuals manage the 
financial details of their lives. We provide comprehensive, customized, boutique services to our 
clients to assist them with understanding and administering their day-to-day personal finances. 
Money Care serves busy professionals, seniors, fiduciaries, and vulnerable adults and their 
families. Our work helps busy professionals and active seniors open free time for other pursuits, 
and helps vulnerable individuals maintain their safety and independence.  Money Care values 
confidentiality, attentive customer service, and follow-through. We follow a Code of Ethics in all 
our client work. 
 
Objective  
Money Care, LLC seeks a highly organized, trustworthy individual, who shares its values, to 
provide general support to the company owner and help maintain client records. The ideal 
candidate knows how to pay attention to details, and has excellent computer skills, 
resourcefulness to solve problems, and good interpersonal skills.  
 
Primary Responsibilities  

 Maintain registers in financial software, including downloading and manually entering 
transactions.  

 Reconcile accounts. 
 Prepare individualized cash flow projections and bill payment plans. 
 Create and maintain spreadsheets, customized to clients’ specific needs, to track client 

data.  
 Run reports and check for accuracy. 
 Scan documents and receipts for electronic storage.  
 Assist with organizing tax documents, preparing correspondence, and processing 

incoming mail.  
 Provide phone and email coverage when owner is out-of-the office for extended periods 

of time.  
 Post blog posts. 
 Perform other duties as assigned.  

 
Qualifications 

 Self-motivation, attentiveness to details, problem solving skills, and tactfulness 
 Flexibility to adapt to changing client needs 
 Ability to listen and communicate effectively, especially with seniors 



 Understanding of basic financial concepts and budgeting  
 Excellent computer skills including proficiency with Microsoft Office. Knowledge of 

Quicken and/or QuickBooks a plus 
 Ability to follow company procedures to protect client data and maintain client 

confidentiality 
 Curiosity and ability to learn and become proficient with new and changing software 
 Ability to interface effectively and professionally with clients’ support teams including 

family members and professional advisors 
 Ability to work independently but know when to ask for help 
 Ability to grow with the job and add additional hours as the position expands  
 Strong math and analytical skills 
 Strong writing skills 
 Prior experience working with mature adults a plus 

 
Other Requirements 
Microsoft Excel is an important software used in Money Care’s daily work. Final candidates will 
be evaluated in Excel to determine their proficiency in this program.  
 
Due to the vulnerability of many of Money Care’s clients and the sensitivity of client data, 
applicants to whom a conditional job offer will be extended will undergo a national background 
check before a final offer of employment will be extended.  
 
The successful candidate must be willing to work in the company owner’s home environment, 
which includes stairs and pets.  
 
Hours 
This is an hourly part-time position with flexible work hours. Initially, expected hours are 8 to 10 
a month. Depending on the successful candidate’s skills and the demand for client services, there 
is a possibility this position could grow to work directly with clients, and hours could potentially 
reach 16 hours a week. 
 
Depending on the candidate, working from home is a possibility. 
 
Money Care’s passion is to help mature individuals manage their day-to-day finances so they 
may live as they choose and with dignity. If you would like to use your skills to provide a 
valuable service to our clients, and would like a professional part-time position with flexible and 
potentially increasing hours, we would like to hear from you.  
 
Applicants must provide a cover letter and a current resume to be considered. Electronic 
applications only, preferably via Money Care’s website. To apply, please visit 
https://moneycarevt.com/blog/join-our-team/. 
 
 


