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     Senior Accountant 
I. SUMMARY 

 
Under the supervision of the Chief Financial Officer, the Senior Accountant is responsible for preparing, analyzing and 
providing monthly financial reports and supporting schedules. The Senior Accountant will coordinate complex 
accounting projects and initiatives with other members of the finance team and with other departments.  
 

II. ESSENTIAL JOB FUNCTIONS 
 Manage the payroll system and the semi-monthly payroll process 
 Post and reconcile inventory (retail, coffee bar & consignment)  accounts 
 Track, process, and pay all credit card transactions in a timely manner 
 Maintain and reconcile Fixed Asset sub-ledger records and accounts 
 Monitor cash reserves and reconcile bank and investment accounts 
 Perform variance analyses and prepare monthly account reconciliations 
 Conduct month-end and year-end close process 
 Assist with the creation, implementation and monitoring of the annual budget 
 Review journal entries of junior accountants to ensure accuracy 
 Train and mentor junior staff 
 Assist with financial audits, censuses, and other outside reporting  
 Assist in documentation and monitoring of internal controls 
 Record, transcribe, and distribute minutes for the Finance Committee meetings 
 Monitor, track, and order office supplies and printer paper  
 Serve as a member of the Emergency Response Team  
 Process workers’ compensation claims 
 Manage registers at the yearly auction and reconcile funds collected 
 Other duties as assigned 

 
III. SECONDARY JOB FUNCTIONS 

 Assist as backup in the Finance and Administration departments as needed 
 Serve as secondary/backup for new hire orientations and exit interviews 
 Greet and interact with incoming visitors 

 
IV. EDUCATION AND EXPERIENCE 

 Bachelors or higher degree in Accounting or Finance 
 5+ years accounting/finance experience; non-profit experience desired 

 
V. KNOWLEDGE, SKILLS AND ABILITIES 

 Highly detail-oriented and organized 
 Ability to meet assigned deadlines 
 Superior analytical and problem-solving skills 
 Proven ability to work both independently and collaboratively with different levels of employees 
 Excellent communication and interpersonal skills with a customer service focus 
 Proficiency with email and Microsoft applications   
 Familiarity with accounting software and programs, Blackbaud’s Financial Edge preferred   



 

 

 
VI. INSTITUTIONAL RESPONSIBILITIES 

All staff members play an important role in supporting and advancing the Turtle Bay’s mission and vision for our role 
in the community.  As such, we seek candidates who will share our path to: 

 Support the museum’s mission to inspire wonder, exploration and appreciation of our world, and share our 
vision of TBEP as a vibrant gathering place where our community is strengthened through education, cultural 
engagement and economic growth. 

 Uphold our core values in one’s day-to-day work including playfulness, real-world experiences, 
interdisciplinary learning, community, lifelong learning, integrity, and sustainability. 

 Contribute to a positive organizational culture based on respect, cooperation, professionalism and 
teamwork, as we strive together to achieve our mission and vision. 

NOTE: These statements are intended to describe the general nature and level of work involved for this job. It is not an exhaustive list of all 
responsibilities, duties, and skills required of this job.  

* Hours:       Full-Time benefited position 
* Wage:       Depending on Experience 
* Benefits:  Medical, Dental, Vision, Life & AD&D Insurance, LTD, 401(k) Plan and more.  Includes a family 

membership to Turtle Bay during employment and 20% off most purchases at the Turtle Bay 
Museum Store & Nursery 

 
APPLYING:  EMAIL all the required documents below to:  hr@turtlebay.org 

 

 A Cover Letter (stating how your work experience demonstrates you are qualified for the open position) 

 A Resume 

 Three Professional/Work References (name, relationship, phone number)  
 
For a more detailed job description, visit our website at: http://www.turtlebay.org/employment 
To learn more about our organization and upcoming exhibitions go to:  http://www.turtlebay.org/ 
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