
Part-Time Accounting Specialist 
Explore More Discovery Museum 

Job Description: Under the direction of the Executive Director, this position is responsible for performing a 
variety of bookkeeping and accounting oversight duties including processing payroll twice monthly, 
financial record keeping and transactions including accounts payable, cash receipts, inventory 
management and general ledger maintenance. Desired individual will have an accounting background, 
experience with QuickBooks, experience working in the nonprofit setting (restriction tracking), 
demonstrated professionalism, strong organizational and time management skills, acute attention to detail 
and ability to work well with other Museum staff.  

Hours: 7-10 hours per week; flexible office hours 

Compensation: Part-time, hourly wage based on experience 

Qualifications and job requirements: 

 Advanced proficiency in QuickBooks. 

 Associate’s degree (AA/AS) or equivalent; three to five years’ related experience; or equivalent 
combination of education and experience. 

 Excellent verbal and written communication skills. 

 Strong organizational, problem-solving, and analytical skills; ability to manage priorities and 
workflow. 

 Proficiency in Microsoft Office and ability to learn Versai, the Museum’s point of sale system 

 Strong interpersonal skills. 

 Ability to deal effectively with a diverse range of individuals at all organizational levels. 

 Good judgment, necessary to make timely and sound decisions. 

 Understanding of and commitment to Explore More’s mission. 

Duties & Responsibilities: 

 Processes payroll at the close of pay periods; prepares, records and distributes paychecks. 
Processes state and federal payroll tax deposits and reports in a timely manner. 

 Issues checks for bills and employee reimbursements in an accurate and timely manner; ensures 
that all expenditures are appropriately categorized. 

 Reconciles bank and investment accounts and provides reports to Executive Director monthly; 
creates monthly financial reporting for board. 

 Proactively maintains highly organized filing system; files invoices, payroll paperwork, 
reimbursements, tax information, and other financial records. 

 Demonstrates a high level of professionalism in dealing with confidential and sensitive issues. 

 Assists in the development and implementation of systems and procedures as needed. 

 Assists with checkout process and follow up for two annual fundraising events in June and 
December. 

 Monitors staff credit card use and keeps appropriate documentation for all purchases. 

 Monitors credit card statements and associated fees.  

 Tracks quarterly store sales using POS system to analyze sales data. 

 Works with accounting firm to provide all information needed for completion of 990.  

 Completes employee W2 forms and 1099 tax documents for independent contractors. 

 Files Sales and Use Tax 

 Maintains inventory of assets 

 Performs other duties as assigned by Executive Director 

 

To apply, please send a cover letter and resume to Lisa Shull, Executive Director.  

Explore More, P.O. Box 957, Harrisonburg, VA 22803 or e-mail to info@iexploremore.com. 


