Wells National Estuarine Research Reserve

Grants and Management Accountant
Job Description

Job Summary
The Grants and Management Accountant is responsible for accounting management, grant management, payroll, benefits administration, and office management. The Grants and Management Accountant reports to the Executive Director. 

Major Tasks:

· With Executive Director, creates an annual budget and maintains and implements systems of internal controls and procedures. Revises budget through FY as needed.
· Implements a chart of accounts and a general ledger account structure in compliance with standard accounting procedures to include multiple levels of reporting including consolidation of funds and grant accounting.
· Tracks expenses on multi-year contracts and subawards and prepares invoices (or draws down funds electronically) quarterly. 
· Pays invoices and codes, or reviews coding of invoices to appropriate fund and account in accordance with the budget.

· Reconciles bank accounts monthly.
· Provides documentation for annual audit and manages activities surrounding the annual audit and other periodic audits as necessary.

· Develops and prepares all quarterly financial statements and reports. With Director, analyzes the monthly fiscal status of the Reserve, monitors actual versus budget, and manages cash flow.

· Distributes quarterly reports to department heads and periodically as required.

· Prepares financial reports to NOAA and others, as required.

· Supervises preparation of grant progress reports and develops and executes a system to track grants. Updates Grant Record books.
· Implements quarterly drawdowns of NOAA and other grants.

· Prepares invoices to agencies for reimbursement
· Provides efficient and effective management of employee benefits packages including health, life, and disability insurance, vacation, sick leave, retirement, and cafeteria plans.  

· Provides ongoing maintenance of employee personnel records in compliance with current legal standards.
· Deposits Reserve funds periodically.
· Organizes/keeps track of numerous vendors and contractors of the Reserve.
· Responds to regular inquiries from various sources and oversees proper responses.

· Insurance oversight and management
· Keeps all files current
Requirements: An undergraduate degree in accounting/business management; or at least 5 years of experience in accounting in a business, non-profit, or governmental setting. Thorough knowledge of GAAP is essential, as well as a familiarity with federal grants and reports and financial audits. 
Position is ideal for someone with an interest in environmental conservation who loves to work in a stimulating environment in the midst of beautiful protected lands and on a campus of buildings listed on the National Register of Historic Places.
This is a .80 FTE (average 32 hours a week) salaried position with an opportunity to increase hours in the future. The Reserve offers an excellent benefit package (health and dental insurances, retirement, and life and disability insurances), plus paid vacation, holidays, and sick leave. 
Compensation: Starting annual salary range is $43,264 to $46,592 (translates into $26.00 to $28.00 an hour), depending on experience. Annual value of fringe benefits ranges from $16,000 to $20,000 (equal to $10 an hour to $12 an hour) depending on which benefits are chosen.
About the Wells Reserve: As one of 30 national estuarine research reserves throughout the nation, the Wells Reserve is dedicated to scientific research, environmental education, and conservation of natural resources. It has an average annual budget of $1.2 million and a capital budget that various depending on projects in a given year. It has 16 year round employees and about 10 seasonal employees and interns late spring through early fall. The Reserve is funded through government and private grants, contributions from its non-profit partner Laudholm Trust, and funds raised through its programs, admissions, and other activities.
How to apply: Send a cover letter and resume by Monday, May 9, 2022 at 5:00 p.m. Electronic submissions should be sent to pdest@wellsnerr.org. Place “Accountant” in the subject line.
Hard copy submissions should be sent to Paul Dest, Executive Director, Wells Reserve, 342 Laudholm Farm Road, Wells, ME 04090.
PMD: 4.7.2022
