	[image: FOTZ-Signature-01]
	
Accountant
Job Description 



	Team Member:
	Accountant
	Supervisor:
	Chief Financial Officer

	FLSA (Exempt/Non-Exempt):
	Exempt 
	Position (full or part-time):
	Full-time
	Location: 
	Topeka
	Travel Required:
	As per business needs

	Hours:
	40 hr. per week
	Supervises:
	Non-Supervisory

	Last Updated (date & by):
	05/13/2026
	Professional certifications/ Licenses required: 
	Bachelor’s degree



	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 as diverse as the wild spaces we are trying to protect.

	Core Values:
	CAST
Must be embraced in decisions, 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 change 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 educate our team and guests while continuing 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.



	Schedule:  
	Full-time hours are necessary to complete work assignments.



Position Mission: 
This position supports the organization by ensuring accurate financials.  You bring significant value because you will provide us with the internal knowledge that the zoo needs.  You contribute to the bottom line by preparing and maintaining financials and ensuring healthy fiscal organization.

Essential Functions:
Daily Bookkeeping & Accounting (50%)
· Process and record daily financial transactions, including cash receipts, deposits, accounts payable, accounts receivable, and journal entries. 
· Maintain accurate general ledger records and supporting documentation. 
· Reconcile daily cash activity, bank accounts, credit card transactions, and point-of-sale systems. 
· Assist CFO with monitoring and verifying ticket sales, memberships, gift shop revenue, concessions, donations, and program income. 
· Assist with payroll processing and related reconciliations as assigned. 
· Ensure all accounting entries are completed accurately and in a timely manner. 




Financial Reporting (25%)
· Assist the CFO with daily, weekly, and monthly financial reports for review by the CEO and Board. 
· Maintain accounting schedules and supporting spreadsheets. 
· Support month-end and year-end closing processes. 

Compliance & Internal Controls (15%)
· Ensure compliance with organizational policies, Generally Accepted Accounting Principles (GAAP), and other applicable regulations. 
· Maintain confidentiality of financial and employee information. 
· Assist with audit preparation and provide requested documentation. 
· Help maintain effective internal controls and financial procedures. 

Administrative Support (10%)
· Respond to internal financial inquiries from departments. 
· Organize and maintain accounting files and records. 
· Assist the CFO with special projects and financial analyses as needed. 
· Support continuous improvement of accounting systems and processes. 

Performance Measurements & Primary Accountability
· Accurate and timely completion of daily reconciliations and reports. 
· Consistent adherence to internal controls and accounting standards. 
· Effective collaboration with operational departments and finance leadership. 
· Reliable support of the zoo’s mission through strong financial stewardship.

Qualifications: (Knowledge, Skill, and Ability)
· Associate’s or Bachelor’s degree in Accounting, Finance, or related field preferred. 
· Minimum of 2 years of bookkeeping or accounting experience preferred. 
· Experience with nonprofit, hospitality, entertainment, or zoo/aquarium accounting is a plus. 
· Strong analytical skills.
· Proficiency in accounting software, Microsoft Office, POS systems, fundraising/donor systems. 
· Strong attention to detail, organization, and accuracy. 
· Ability to multi-task in a fast-paced environment with multiple interruptions.
· Ability to work independently and be self-motivated.
· Ability to meet deadlines and work under pressure.
· Effective communicator (verbal, written, and body language).
· Excellent customer service skills.

Physical Demands
The physical demands described are representative of those that an employee must meet to perform the essential functions of this job successfully.  
· Lift and move items up to 40 lbs.
· Sit, stand, and walk for extended periods of time.
· Must be able to speak and listen effectively
· May require occasional evening, weekend, or holiday work during special events or audit periods. 








Work Environment
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. 
· Casual office setting with little discomfort due to such factors as noise, heat, dust, or other adverse factors
· This is a non-smoking work environment, including all premises and other such areas
· Travel may be required, along with that entails standard travel risks

This job description does not state nor imply that these are the only activities to be performed by the team member holding this position.  Staff are 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, requirements may be modified to reasonably accommodate disabled individuals. However, no accommodation will be made that may pose serious health or safety risks to the team member or others or that imposes 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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