
VERO BEACH MUSEUM OF ART

JOB POSTING
ASSISTANT TO DIRECTOR OF FINANCE
Under the direction of the Director of Finance, the Assistant to Director of Finance has responsibility for assisting in the timely and accurate recording of all financial activities including but not limited to accounts payable, receivable and payroll.  This position is also responsible for grant management.
Responsibilities:

Administration/Finance
1. Process payroll, check requests, accounts payable, mailing of accounts payable checks, cash receipts, bank deposits, filing and other duties as assigned
2. Ensure the timely and accurate recording of all financial activities for the Museum for the purpose of preparing financial statements and various special purpose reports

3. Directly responsible for bank deposits, accounts payable, accounts receivable and payroll administration and processing. 

4. Maintain staff accrued time off records, point of contact for inquiries
5. Reconcile VISA accounts and Museum credit accounts

6. Review and process all cash receipts, Altru downloads for FE import

7. Close drawer and reconcile cash for front desk

8. Prepare pre-post for miscellaneous deposits for Assistant to Director of Finance review

9. Manage petty cash and 1099s

10. Work with Assistant to the Executive Director in administrating human resources functions

11. Assist in the preparation and review of internal and external audit working papers

12. Assist in posting general ledger entries and adjustments

13. Assist in the development and review of account policies, procedures and training manuals

14. Assist in the maintenance of comprehensive files and documentation for the Museum

15. Assist in the preparation of financial statements

16. Provide technical account support to departments
17. Attend staff meetings

18. Maintain good working knowledge of the Museum’s policies, procedures, educational practices and ideologies

19. Be knowledgeable of and practice the AAM Code of Ethics

20. Performs other duties deemed appropriate by the Assistant to Director of Finance and/or Executive Director
Functional Relationships:

Reports to the Director of Finance.  Works closely with the Executive Director, Director of Finance, Assistant to the Executive Director, Director of Development, Department Heads and staff. This position is classified as exempt/administrative-general business operations.

Qualifications:

BA degree and knowledge of automated financial and accounting reporting systems; minimum 1 or more years of related accounting experience; plus 3 years experience in foundation relations, excellent writing skills; excellent communication and organizational skills; ability to work with others in a fast paced environment. 
If you or anyone you know is interested in this position, please send a cover letter and resume to  Bonnie Wetherell at bwetherell@verobeachmuseum.org

