THE JEWISH MUSEUM

JOB DESCRIPTION FORM
DEPARTMENT: Finance JOB DESC. DATE: October 2009
TITLE: Bookkeeper-Payroll/AP FLSA STATUS: Non-exempt
SUPERVISOR: Assistant Controller SCHEDULE: Full-time

SUMMARY': Primarily responsible for the processing of vendor and contractor invoices for all
Museum financial functions and processing payroll for the weekly and semi-monthly staff.
Process reimbursement requests for Museum staff. Supervise bookkeeper in the performance of
his/her job. Data Entry and account file maintenance for the general ledger system.

DUTIES AND RESPONSIBILITIES:

ESSENTIAL JOB FUNCTIONS

Process weekly and semi-monthly payrolls in a timely fashion.

Manage and process annual 1099 MISC forms

Maintenance of vendor files.

Supervise bookkeeper in AP job functions.

Matching and processing of purchase orders, vendor invoices, and receiving reports.
Review coding of expenditures to verify accuracy.

Reconcile bank statements and assigned balance sheet accts and follow-up on all
outstanding issues, including outstanding checks.

8. Maintain daily cash report spreadsheet.

9. Prepare and process monthly shop and admissions entries.

10. Analyze and reconcile Museum trips acctg for accuracy and completeness.

11. Generaiion of checks, wire transfers, and other drafts.

12. Respond to payroll and AP inquiries in a timely and courteous manner

13. Process accounts payable data into computerized accounting system,

14. Data entry into general ledger system
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OTHER DUTIES AND RESPONSIBILITIES
1. Generation and issuance of interim financial reports.
2. Provide backup to other staff when they are sick or on vacation.

3. Perform routine office functions, such as filing, copying, faxing, and supply
maintenance, as required.




JOB QUALIFICATIONS:
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Experience with PC based accounting systems

Excellent keyboard skills (accurate, fast text and numerlcal data entry)

. “Blind” use of 10 key calculator or willingness to learn within reasonable period of
time

Ability to work with staff and vendors in appropriate manner

Supervisory experience preferred.

Strong interpersonal and communication skills.

Preference to candidates who have eamed college level Accounting credits.
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Send Resume with Cover Letter To:
Director Human Resources
The Jewish Museum
1109 Fifth Avenue
New York, NY 10128
Fax: 212-423-3232 Email: Jobs@TheJM.org

The Jewish Museum is an Equal Opportunity Employer.



