	[image: FOTZ-Signature-01]
	Finance Analyst
Job Description 




	Team Member:
	
	Supervisor:
	Finance Director

	FLSA (Exempt/Non-Exempt):
	Non-Exempt (hourly)
	Position (full or part-time):
	Full-Time

	Hours:
	As per business needs
	Supervises:
	none

	Last Updated (date & by):
	3/2/26-CEO
	Professional certifications/ Licenses required: 
	CPA-Preferred



	Mission:
	To enrich our community through wildlife conservation and education.

	Vision:
	We believe what we do changes the world. Every choice we make helps save the planet.

	DEAI Statement:
	Ensure everyone feels welcome and valued by striving to create an environment that is as diverse as the wild spaces we are trying to protect.

	Core Values:
	CAST
Must be embraced in decisions made, work culture and behavior, and influencing others. 

	Create
	We have a culture that welcomes all.  We build equitable experiences and relationships with our guests and team.  We are innovative with education, wellness, and conservation.  We cultivate memories, experience, and empathy.

	Adapt
	We listen and include others.  We are flexible to accept change and changing priorities.  We accept responsibility and we work well with others even in difficult circumstances.

	Steward
	We care for tomorrow today.  We set good examples.  We are honest in our communications and lead others well.  We value diversity.  We keep our promises.  We provide education to our team and guests while we continue to educate ourselves.  We protect our animals, our guests, and our team.

	Transparent
	We share information timely and accurately.  We are trusted with confidential information.  We have high ethical standards.  We are authentic.  We believe that transparency is the foundation for building trusting relationships.  We value diversity, equity, accessibility, and inclusion.



Position Summary
Finance Clerk II supports daily financial operations by handling cash management, deposits, data entry, and invoice processing. This role provides administrative support for fundraising programs and special events, assists with donor contribution processing through DonorPerfect, maintains financial records in compliance with retention policies, and serves as backup to the Finance Clerk I as needed.

Primary Focus: Cash control, reconciliations, fundraising support, and administrative financial assistance to strengthen internal controls, safeguard organizational assets, and ensure accurate documentation of retail, admissions, and donor-related revenue.

Core Responsibilities:
· Create bank deposits as directed.
· Prepare and distribute change funds for retail locations.
· Conduct safe audits and cash counts as assigned.
· Provide administrative support, ticketing, and invoicing for fundraising programs and special events.
· Assist with financial data entry, invoice processing, report generation, and other business-related needs.
· When requested, assist with processing donor contributions through DonorPerfect (e.g., InstaCharge).
· Maintain Zoo files, including filing, retrieving, and purging documents in accordance with record retention policies.
· Serve as backup for Finance Clerk I when required.

Qualifications: (Knowledge, Skill, and Ability)
· Bachelor’s Degree, associate’s degree, or relevant experience.
· Two (2) to five (5) years of related Finance professional experience in a business office. 
· non- profit experience (Advantage, preferred)
· Microsoft Excel: 1 year (Preferred)
· Accounting: 2 years (Preferred)
· Valid drivers’ license required.
· Reliable and punctual attendance habits.
· Quick Books (online) experience preferred.
· Proficient computer skills, including Microsoft Office. Ability to operate a variety of office equipment.
· Ability to engage and communicate effectively verbally and in writing with staff at all levels.
· Ability to adapt to a fast-paced working environment.
· Friendliness, enthusiasm, and a positive and professional attitude.
· Effectively present information in one-on-one and small group situations to customers, clients, and other employees of the organization.
· Strong organizational skills and the ability to coordinate multiple projects.
· Ability to demonstrate conduct conforming to a set of values and accepted standards.
· Demonstrated poise, tact, and diplomacy with the ability to handle sensitive and confidential information and situations.
· Commitment to the mission of the Topeka Zoo and its Core Values.

Physical Demands:
The physical demands described are representative of those that must be met by an employee to successfully perform the essential functions of this job.  
· Ability to frequently reach with hands and arms. Along with the ability, be able to bend, lift, pull, twist, push, squat, and drag. Have good “hand/ eye” coordination, lift a decent amount of weight.
· Ability to safely handle and operate hand tools, power tools, and other equipment necessary to conduct assigned tasks.
· Ability to work both indoors and outdoors, with exposure to extreme temperatures and inclement weather conditions; the environment may include wet, icy, or muddy conditions. 
· Have good time management while showing productivity. 
· Regular attendance and punctuality are essential functions of the position.
· Ability to exercise care to avoid accidents.
· Ability to sit for extended periods of time.
· Ability to read computer screens, e-mail, and mail.
· Ability to talk on the phone.
· Ability to work some evenings and weekends and attend events is required.
Work Environment:
· Interaction with staff and customers, including demanding or difficult customers and/or situations.
· [bookmark: _Hlk518982871]Although most work performed is within scheduled hours, some irregular hours on evenings, weekends, and holidays may be necessary. Willingness to work flexible schedules when necessary, including weekends, holidays, and nights.
· Professional and deadline-oriented environment in an office setting.
· Interaction with staff and customers.
· Shared office environment.

This job description does not state nor implies that these are the only activities to be performed by the team member holding this position.  Staff is required to follow other job-related instructions and to perform other job-related responsibilities as requested by management.

In accordance with the Americans with Disabilities Act, it is possible that requirements may be modified to reasonably accommodate disabled individuals.  However, no accommodation will be made which may pose serious health or safety risk to the team member or others or which impose undue hardships on The Practice.  An individual seeking accommodation should contact Human Resources immediately.

|_|  I can perform this job without accommodation.
|_|  I need an accommodation to perform this job.

Job descriptions are not intended to and do not create employment contracts. Team members can be terminated at any time, for any reason not prohibited by law. FOTZ is an at-will employer.
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