
 

 

 

 

 

 

The Senior Accountant has responsibility, under the direction of the Director of Finance, for a variety of daily and monthly 
accounting duties for Washington STEM and programs administered by Washington STEM (including Washington State 
Opportunity Scholarship). Duties include assisting with the preparation of monthly financial statements and analysis, review 
of AP, expense reports, and purchase card statement transactions. Submission of bi-weekly payroll, preparation of monthly 
journal entries and supporting documentation.  Assist with budget, annual audit process, and Form 990 preparation. The 
Senior Accountant will also provide support to the grants management function. Other duties special projects will be 
assigned according to needs of the organization. 

Financial Statement Preparation, General Ledger entry and analysis: Assist with preparation of internal and external 
financial statements, prepare general ledger journal entries, maintain regular and timely reconciliations of balance 
sheet accounts, assist with quarterly tax entries.  Perform and maintain reconciliations of payroll, revenue and 
scholarship accounts. 

Financial Transaction Processing and review: Assist with review of coding of transactions in a variety of areas 
including accounts payable, and expense reports. Initiate and process ACH transactions during AP cycle. Support 
transactional activities to ensure accuracy and timeliness of entry.  

Budget preparation and variance analysis: Assist with annual budget preparation. Provide answers to questions by 
researching and interpreting data. Assist managers in monitoring and forecasting spending.  

http://www.washingtonstem.org/Our-Approach/STEM-Networks#.Wo8c6qjwbZs
http://www.washingtonstem.org/About/Board#.Wo8cu6jwbZs
http://www.washingtonstem.org/


 

 

Financial analysis/modeling: Maintain and develop existing Excel models (scholarship, cash forecast, investment), 
assist with quarterly transfers of private gifts to investment accounts, maintain and analyze grants and contract 
activity and files. 

WSOS Quarterly State Match submission: Prepare, reconcile, and submit state match documentation on a quarterly 
basis for all scholarship accounts, in accordance with WSAC policies and requirements. 

Special projects: Develop, implement, and maintain integrity of accounting procedures by analyzing current 
processes and recommending changes; find opportunities for automation of functions through system upgrades.   

Other duties: Prepare special purpose schedules, such as required for the annual audit and the Form 990 preparation. 
In-person financial support at special events. This work may vary depending on the needs of the organization. 

Transition Duties: Temporarily support the Jr. Accountant’s tasks during transition period, assist with onboarding of 
incoming position, provide ongoing support and assistance to this role when needed. 

• Bachelors or Advanced degree in Accounting or equivalent experience required; pursuing CPA or passing CPA exam 
highly desirable 

• Two to four years of experience in accounting functions and transactional systems, especially general ledger, billing, 
accounts payable, payroll, and expense reports. Familiarity with accrual accounting principles and general 
bookkeeping methods 

• Public or Not-For-Profit accounting experience preferred but not required 

• Demonstrated experience with accounting for grants, both incoming and outgoing, highly desired 

• Demonstrated technical knowledge of general ledger and subsidiary accounting systems and experience with 
ABILA/MIP Fund Accounting preferred 

• Able to read and understand technical forms and financial reports 

• Prior experience supporting multiple teams 
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• Demonstrated ability to handle multiple projects, set appropriate priorities, and meet varying deadlines. Ability to 

organize and set clear expectations for tasks and deliverables
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• Ability to work effectively under pressure and to manage a diverse workload with high level of care and accuracy is 

a requirement
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