
	

 
Title: Bookkeeper 
Status:  Full-time, shared among a cohort of various local arts organizations.  This is not a remote position. 
Reports To: Shared Chief Financial Officer, Executive Directors 
 
Summary 
This position will be shared among a cohort of various local arts organizations to provide support related to 
accounting and bookkeeping responsibilities including: general ledger management, account 
reconciliations, cash receipt and payable processing, payroll processing, financial reporting and 
month/year-end closes.   
 
Essential Duties and Responsibilities 

1. Cash: enter all cash receipts into general ledger; prepare and handle bank deposits; deposit record 
filing; prepare monthly bank reconciliations; keep Executive Directors and Shared CFO informed of 
cash position. 

2. Accounts Payable: enter accounts payable invoices into general ledger; review vendor statements 
and contact vendors regarding discrepancies; process and mail checks; maintain vendor payment 
files; prepare and submit monthly sales tax payments. 

3. Accounts Receivable: prepare accounts receivable invoices as required; work with programming 
staff to ensure timely payment; maintain accounts receivable listing. 

4. Payroll: collect employee timesheets and verify the mathematical accuracy of the time sheets. 
Track all grant and pledge activity; ensure proper treatment of cash and pledges received; 
coordinate all financial requirements as they relate to grant proposals. 

5. Prepare and process payroll with outside payroll service to ensure timeliness and accuracy of 
semimonthly payroll, including pay rates and timesheet review; record payroll expense in GL. 

6. Ensure confidentiality of all employee, customer and vendor information. 
7. Month-end closing: review data and prepare adjusting journal entries; reconcile and propose 

necessary entries; update and reconcile temporarily restricted schedule. 
8. Yearly responsibilities: assist with year-end close; assist Director of Operations & Finance in 

preparing audit requirements for outside auditors. 
9. Assist Finance staff at each organization with developing financial policies and procedures; assist 

with the upkeep of an accounting policies and procedures manual; assist in the implementation of 
the policies and procedures. 

10. Prepare financial reports for Shared CFO as requested.  
11. Perform other work as required.  

 
Knowledge, Skills and Abilities 
Must have solid written and verbal communication skills, be detail oriented and able to maintain 
confidential information.  Must be a team player with strong interpersonal skills who has the ability to 
multi-task and work independently, perform duties with accuracy and meet deadlines. Must be 
comfortable with technology, with an aptitude for learning new software applications, and have an 
appreciation for the arts. 

Education/Experience Requirements 
Associates degree in accounting or related field or 3 years equivalent experience required; Bachelor’s 
degree in accounting or related field or 5 years equivalent experience preferred.  Minimum 3-5 years of 
bookkeeping and payroll processing experience, with a preference for non-profit related experience. 
Experience with arts organizations a plus.  Must be proficient in Microsoft Office software. Familiarity with 
AccuFund Accounting System a plus.  
 
 
 



	

Physical Demands 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodation may be used to enable 
individuals with disabilities to perform the essential functions. While performing the duties of this job, the 
employee is regularly required to sit; use hands to write and/or type; and talk or hear. The employee is 
occasionally required to stand, walk, and bend. The employee may occasionally lift and /or move up to 25 
pounds. The work environment characteristics are representative of those an employee encounters in an 
office environment.  

This position description in no way states or implies that these are the only job duties to be performed by 
the employee(s) in this position. Employee(s) will be required to follow any other job-related instructions 
and to perform any other job-related duties requested by any person authorized to give instructions or 
assignments.  

Must have a Covid-19 vaccination to apply. 

Diversity Statement 
Contemporary Craft and the cohort of organizations values equality of opportunity, human dignity, and 
racial/ethnic and cultural diversity and does not discriminate against individuals on the basis of race, color, 
sex, sexual orientation, gender identity, religion, disability, age, veteran status, ancestry, or national or 
ethnic origin in the administration of its employment policies, scholarship programs, and other 
administered programs and activities. 

Salary  
Salary range for the full-time position is $34,000 - $38,000 annually with a competitive benefit package.   

To Apply 
Submit a cover letter with your interest in the position, current resume, three references and salary history 
to Yu-San Cheng via email at yscheng@contemporarycraft.org or via mail 5645 Butler Street, Pittsburgh, PA 
15201.  Applications will be accepted until position is filled. 

 

 

 


