POSITION DESCRIPTION

GLACIER NATIONAL PARK

CONSERVANCY

Glacier National Park Conservancy provides equal employment opportunities and prohibits
discrimination and harassment of any type without regard to race, color, religion, age, sex, national
origin, disability status, genetics, protected veteran status, sexual orientation, gender identity or
expression, or any other characteristic protected by federal, state or local laws.

Title: Staff Accountant

Location: Hybrid | Columbia Falls

This position primarily works from home but must reside in the Flathead Valley to be able
to work in the Columbia Falls office on a regular and as-needed basis.

Department: Administration

Classification: Full-time | Exempt | Benefits

Reports to: Director of Finance

Position Overview: The Staff Accountant supports the Director of Finance in carrying out a
variety of accounting and financial operations. This role is primarily responsible for payroll
support, accounts receivable and payable, and reconciliations. By contributing to multiple
areas of financial administration, the Staff Accountant plays a key role in advancing the
Conservancy's mission to preserve and protect Glacier National Park for future
generations.

Essential Functions (Major Duties or Responsibilities):

ACCOUNTING AND BOOKKEEPING - 80%
Payroll

e Assist the Director of Finance with payroll processing and quarterly tax filings
e Calculate, audit, and record paid time off (PTO) accruals and usage

Accounts Receivable
e Process and reconcile retail accounts receivable, in coordination with the Accounting
Assistant
e Record and reconcile eCommerce revenue in QuickBooks, including donations, gift
cards, and online sales from platforms such as Shopify and Authorize.net



e Post and reconcile revenue from agency partners, including Grant-Kohrs Ranch and
U.S. Forest Service retail locations
» Verify and audit gift card sales, redemptions, and related general ledger activity

e Enter and audit deposit batches in QuickBooks to ensure accuracy

Accounts Payable

e Review and process accounts payable invoices
e Process weekly check runs

Reconciliations
e Monitor daily cash activity, including verification of deposits, checks, and clearing
transactions
e Reconcile financial data between Blackbaud (Raiser’s Edge) and QuickBooks monthly
o Verify investment account reconciliations
e Perform monthly bank reconciliations

Compliance and Year-End Processes

e Prepare and process annual 1099 forms
e Assist with W-2 reconciliation and processing

e Support annual audit and IRS Form 990 preparation

e Ensure compliance with organizational policies, IRS regulations, and donor
restrictions in all revenue and gift processing

FINANCIAL REPORTING AND SUPPORT - 20%
e Assist with preparation of the annual budget
e Support funding releases, including job code creation and reconciliation
e Maintain fixed asset records, including monthly depreciation and year-end reporting

o Participate in special accounting projects as assigned by the Director of Finance

Minimum Qualifications (Education and Experience):
Minimum of 5 years of bookkeeping or accounting experience, including payroll
processing. Degree in Accounting (or related) required.

Knowledge, Skills and Abilities:

e Experience with QuickBooks required

e Experience in nonprofit accounting preferred

e Proficiency in Microsoft Excel required

e Strong understanding of day-to-day financial operations
o Experience in audit preparation and process preferred



e Excellent written and verbal communication skills

e Strong attention to detail and organizational skills

o Ability to prioritize multiple tasks and work efficiently to meet deadlines

o Strong computer skills and the ability to master new programs quickly

o Demonstrated resourcefulness and problem-solving skills

o Self-motivated and able to work independently

o Demonstrated commitment to the mission of the Glacier National Park Conservancy

Special Requirements:

Must be able to manage sensitive confidential data in a professional manner and in
accordance with strict ethical standards. Must be able to identify complex issues and
resolve conflicts in a swift and professional manner ensuring the highest level of service.
Must have a valid driver license.

Physical and Environmental Demands:

This position is year-round and requires working in a setting typical of an office
environment. The employee may be required to sit or stand for extended periods of time.
This position requires mostly sedentary work. The employee may be required to drive a
motor vehicle for work purposes.



OUR VALUES

The Glacier National Park Conservancy has adopted this statement as an expression of our
Shared values. Our values are the building blocks of our organizational culture, and they
guide us in how we approach our work and interact with each other. Reflecting on our
Values Statement will be an integral part of performance evaluation conversations.

Commitment

We are united and inspired by a passion for Glacier National Park. We are dedicated to
serving Glacier's immediate and long-term needs.

Respect

We lead with kindness and regard for people and place. We celebrate each other’s success
and approach our work with integrity, care, and an open mind.

Inclusion

We embrace diverse viewpoints, backgrounds, and experiences. We listen and learn with
intention to ensure all feel welcomed and valued.

Collaboration

We combine our individual skills and talents to form a dynamic team working toward a
shared mission. We prioritize cooperating across departments and with our partners to
increase impact.



