Job Title: Nonprofit Senior Accountant 
Employment Type: Full-Time
Location: On-site 
Position Summary
The Senior Accountant is a hands-on finance professional responsible for managing day-to-day accounting operations for a small nonprofit organization. This role ensures accurate financial records, timely donation processing, and compliance with nonprofit accounting standards. The Senior Accountant works closely with leadership and staff to support the organization’s mission through strong financial stewardship and reliable financial operations.
Day-to-Day Accounting Responsibilities
· Manage routine accounting activities including journal entries, reconciliations, and month-end close tasks.
· Process accounts payable, accounts receivable, payroll entries, and cash receipts.
· Process donations, including checks and electronic gifts, issue donation receipts, and record them accurately in accounting and donor management system.
· Maintain and manage receipt books, including tracking usage, ensuring proper documentation, and safeguarding records.
· Organize, track, and maintain expense receipts to support accurate recordkeeping and audits. Assist with the expense approval process by collecting documentation and coordinating approvals as needed.
· Maintain records for fixed assets and inventory, including tracking purchases, updates, and disposals.
· Assist with depreciation, inventory counts, and reconciliations as part of regular reporting.
· Support accurate and organized recordkeeping across financial, donor management, and operational systems.
Data Entry & Systems Support
· Comfortable with routine data entry, including processing checks and donations into the organization’s donor management system.
· Assist with extracting and transferring data between systems when needed, ensuring accuracy and completeness.
· Monitor data that flows automatically between fundraising platforms and internal systems.
Financial Reporting & Budget Support
· Prepare monthly financial reports for management.
· Assist with budget-to-actual reporting and basic variance explanations.
· Support annual budgeting and cash flow tracking.
Audit, Compliance & Support
· Assist with audit preparation and documentation.
· Support Form 990 preparation in coordination with external accountants.
· Follow nonprofit accounting standards (GAAP/FASB) and internal controls.
Qualifications
· Bachelor’s degree in Accounting, Finance, or related field required.
· 4–6 years of accounting experience; nonprofit experience strongly preferred.
· Experience with QuickBooks.
· Strong Excel skills and attention to detail.
· Comfortable working independently and handling multiple responsibilities.
· Clear communication skills and a collaborative mindset.
· Commitment to the mission and values of the organization.
Introductory Period
· Employment is subject to a 90-day probationary period, during which the organization may assess job performance and suitability for the role.
Compensation & Benefits
· Salary: $75,000 annually. Health insurance is not provided.
· Benefits include flexible scheduling and paid time off.
