The Building for Kids: Accounting Manager Job Description
The Building for Kids Children’s Museum is seeking a part time (20-24 hours per week) Accounting Manager who will be a strategic thought-partner and will report to the executive director.  The candidate will be in a hands-on, team environment and will mainly support the finance, business planning and budgeting aspects of the museum.  Other areas the candidate may support include human resources, point of sale system administration and IT.
The Accounting Manager will play a critical role in partnering with the senior leadership team in strategic decision making and operations as The Building for Kids Children’s Museum continues to enhance it programming and capacity.  This is a tremendous opportunity for a finance and operations leader to maximize and strengthen the internal capacity of a well respected organization and be part of a new strategic direction for the museum.
Duties and responsibilities
· The ideal candidate has experience of final responsibility for the quality and content of all financial data, reporting and audit coordination for the organization and has preferably overseen a human resources function previously.

· Oversee and lead the annual budgeting and planning process in conjunction with the executive director.

· Ability to translate financial concepts to – and effectively collaborate with—programming and fundraising colleagues who do not necessarily have finance backgrounds.

· Effectively communicate and present critical financial information matters to the board of directors and finance committee upon request.

· Process payroll, accounts payable and accounts receivable using Peach Tree.  Manage employee setup and administration in Peach Tree and with various government authorities.

· Process and file quarterly and annual payroll tax reports, 941, 940, UC-101, WT-7 and W2’s.

 Knowledge, Skills and Ability

· Thorough knowledge of non-profit accounting and the application of general accounting theory.

· Proficient with Peach Tree complete software including payroll and accounts payable processing, familiarity with custom financial report formatting a plus.

· Experience in grant management.

· A multi-tasker with the ability to wear many hats in a fast-paced environment.

· Experienced in MS word, excel and outlook.

· Past experience with Explorer POS system a plus.

Please send resume and three professional references to: Dana L. Thorpe, Executive Director, 
The Building for Kids Children’s Museum, 100 W. College Avenue,
Appleton, WI 54911; or to admin@buildingforkids.org
No telephone calls please.  The position will remain posted until filled. 
The Building for Kids Children’s Museum is an equal opportunity employer.

