
 
POSITION DESCRIPTION 

 
POSITION:  Staff Accountant 
DEPARTMENT: Finance 
REPORTS TO:  Director of Finance 
 
SUMMARY DESCRIPTION: 
 
The Staff Accountant will be responsible for performing accounting work that is required to maintain the general 
ledger. In collaboration with the Director of Finance, the Staff Accountant must be able to direct and coordinate daily 
activities of the Finance Department to quickly and accurately record the revenues, expenditures, assets and liabilities 
of Florida Grand Opera.  The Staff Accountant must interact effectively as a team player with a variety of levels of 
staff; have excellent written and oral communication skills; be highly organized with attention to detail and quality. The 
Staff Accountant must be a motivated self-starter with review and proofing experience. 
 
RESPONSIBILITIES: 

 
Evaluate, analyze and make appropriate improvements to internal accounting processes ensuring that practices are in 
line with the overall goals of Florida Grand Opera.  
 
Assist with the maintenance of accounting controls by maintaining the integrity of the chart of accounts; creating 
accounts that provide useful financial information to end users.  
 
Oversee daily accounting activities required to maintain the general ledger and the completion of ledger accounts 
ultimately producing financial statements.  
 
Resolve accounting issues that arise and assist the Director of Finance in resolving complex financial issues. 
 
Complete internal, credit card and bank reconciliations. 
 
Interact with vendors on a daily basis. 
 
Assist with forecasting objectives, analyzing and reporting variances and initiating corrective action, if needed. 
 
Assist with annual audit preparation. 
 
Assist in preparing data required to complete annual 990 information returns. 
 
Assist with the completion of county and state tax and information returns. 
 
All other duties as assigned. 
 
EDUCATION AND EXPERIENCE REQUIREMENTS: Bachelor’s Degree with an emphasis in accounting. At least 
three years of experience in the areas of general ledger maintenance, financial statement preparation, accounts 
payable, accounts receivable, and human resources. Must have experience working with an automated financial 
management system. Not-for-profit experience a plus.  
 
REQUIRED SKILLS: Excellent knowledge of Excel with a strong understanding of importing and exporting to other 
databases and must be proficient in Word and Outlook. Experience with QuickBooks is required. Candidate must be 
organized and have the ability to handle large workloads, overlapping deadlines and multiple requests from different 
sources. 
 
Compensation: Based on experience and expertise. We offer a benefits package including: medical, dental, long 
term disability, paid time off, 401k plan and parking. 
 
Florida Grand Opera is an Equal Opportunity Employer – Applicants and employees are protected from 
discrimination based on certain categories protected by Federal law. Please Click Here for additional information. 
 
APPLICATIONS: Email resume and cover letter to afeinberg@fgo.org (No telephone calls please.) 


