
 
 

 
Position: Accounting and Database Manager 
Type: Full-time Exempt 
Location: Berkeley 
Position Reports to: Director of Finance and Administration 
 

About the Position 
The Accounting and Database (A&D) Manager will play an integral role on our team, helping us 
maintain the fiscal integrity, financial compliance and data integrity of the organization. 
Specifically, the Accounting and Database Manager will ensure the timely execution and accurate 
entry of financial transactions.  In addition, the A&D Manager will hold responsibility for the daily 
operation of the contact relationship management database (Salesforce), which includes keeping 
accurate donor records, gift entry and processing, gift acknowledgment and reporting.  
 
Joining a team of staff, board and partners who are intent on building a global community rooted 
in love imagination and joy, the Accounting and Database Manager will bring to this work a 
commitment to human rights and social justice values and to ensuring that Thousand Currents’ 
operations and our engagement with donors and partners are impeccable and aligned with our 
vision and values as well as with the Association of Fundraising Professionals Code of Ethics.  
 

Essential Functions  
Working under the supervision of the Director of Finance and Administration, the Accounting and 
Database (A&D) Manager will also partner with, and support, the Donor Organizing Director as 
relates to donor data entry and reporting, and interact with all staff in connection with financial 
transactions.  The primary, though not exclusive, areas of focus for this new position are 
anticipated to be: 
 
1. Provide accounting support for the Director of Finance & Administration (60% time)  
The A&D Manager will carry out a broad range of accounting tasks that facilitate the Director of 
Finance & Administration’s ability to lead the financial aspects of the organization, and will work in 
partnership with our current part-time bookkeeper.  Their responsibilities will include, but are not 
limited to:  
 
General Accounting 
● Coordinating submission and documentation of all invoices, expense reimbursements, and per 

diem payments, verifying account coding, compliance with contracts, backup documentation 
and approvals, and conducting data entry; 

● Processing approved grant award payments, executing international wires and troubleshooting 
problems; 

● Communicate with outside vendors on accounts payable;  
● Maintain cash receipts and accounts receivable; make deposits; 
● Maintain staff credit cards, including coordinating with staff to facilitate and monitor receipt 

collection, and account coding; 
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● Provide accounting support for fiscal projects and initiatives including the Buen Vivir Fund, 

Grassroots Climate Solution Fund and fiscally sponsored projects. 
 
Systems and process maintenance, reporting and overall support 
● Assist the Director of Finance & Administration and bookkeeper with monthly and year-end 

closing, the annual audit, 990 preparation and other financial reports and budgets, and 
support staff by creating standard, recurring and special financial reports as needed; 

● Assist the Director of Finance & Administration in documenting financial procedures and 
policies, digitize all financial documents and records, and maintain and organize digital files; 

● Support and train staff in using our cloud-based time-off tracking and payroll system, liaising 
with our tech support services as needed;  

● Act as liaison with insurance vendors and other as needed, insuring accounting procedures are 
followed, and insurance certificates are available when requested by staff; and 

● Act as back up for the Director and bookkeeper if needed during vacation, illness and other 
absences. 

 
2. Maintain the daily operations of the contact relationship management database (30%)  
Working closely with the Director of Finance & Administration and the Donor Organizing Director 
as well as other members of our Philanthropic Partnerships Team, the A&D Manager will ensure all 
transactions are accurately processed and acknowledged in a way that ensures the highest level of 
service to partners, donors, supporters and funders. With overall responsibility for organizing and 
managing all aspects of the database, they will also help present quantified data, metrics, donor 
data, identify best practices and recommend procedures and new solutions for database 
sophistication, accuracy and efficiency.  Specific responsibilities include but are not limited to:  
 
Database maintenance and data integrity:  
● Conducting regular maintenance of contact relationship managing database, including 

maintenance of data integrity, procedural recommendations, contact information updates and 
data clean-up;  

● Performing general maintenance on database, storing backups, installing updates, managing 
users and permissions with Salesforce representatives and technical support on an as needed 
basis. 

 
 
 
 
 
 
 
 
 
 
 

 



 
 

 
 
 
 
 
 
 
 
 
Gift processing and support for the development function: 
● Processing donor contributions, ensuring accurate and timely entering of all donations from a 

variety of different sources, and making sure gifts are reconciled with the finance department; 
● Coordinate and document systems for processing, tracking, timely acknowledgment and 

appropriate recognition and follow-up for all individual donations;  
● Support philanthropic partnerships team by creating standard recurring and special reports, 

supporting provision, segmentation and preparation of donor data for direct mail campaigns, 
appeal and targeted online giving strategies; and  

● Provide support on Philanthropic and Program related special events and match activities as 
needed, demonstrating collaborative nature and collective ownership of overall team goals 
and objectives. 

 
3. Participate with other staff in learning, cross-program partnership and administrative 

efficiency  
Along with all other staff, this position contributes to Thousand Current’s culture of 
entrepreneurship, teamwork and continuous learning and does what it takes to ensure that our 
staff collaborate and support each other within and across programs and excel in an environment 
where every member pitches in as needed for organization-wide projects and takes care of their 
own basic administrative needs.  
 

Skills and qualifications 
Our ideal candidate will be a well-organized, self-motivated person who is:  

 
● Passionate about Thousand Currents’ mission and values, with a strong commitment to social 

justice and equity and experience and with the ability. 
● A data geek with strong technology and analytic skills, including experience and proficiency in 

use and enhancement of CRM database and financial software – Salesforce and Quickbooks 
experience highly preferred.  

● A financial whiz who is comfortable with numbers, familiar with accounting principles, and 
ideally with prior relevant work experience in financial management and/or bookkeeping,  

● A great administrator with a minimum of three years of work history in an administrative role 
– preferably in a nonprofit – and a high degree of proficiency in the Microsoft Office suite of 
programs; 

● A stickler for details and customer service with superb attention to detail, commitment to 
maintaining internal controls, and determination to provide colleagues and donors with 
responsive and accurate service;  

● A team player with solid teamwork skills and the ability to work as part of a racially and 
culturally diverse team; 

 
 
 

 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
● Resourceful and innovative with a can-do attitude, a sense of humor, and the ability to work 

successfully and independently in a fast-paced nonprofit with staff some of whom will be 
working alongside and some virtually in locations across the U.S. and internationally. 

While at least an undergraduate degree in a relevant field would be very helpful, it is not required 
when candidates can demonstrate significant evidence of equivalent experience and training. 

Physical Requirements 
The physical demands of this position are light with the expectation that the staff person can exert up 
to 20 lbs. of force occasionally, and/or up to 10 lbs. of force frequently, and/or a negligible amount of 
force constantly to move objects. Light work usually requires walking or standing to a significant 
degree.  Physical demands are in excess of those of sedentary work. The position requires frequent 
computer use at a workstation. As  
 
Thousand Currents’ staff work in a number of locations and come together for meetings on occasion, 
all staff must be able to travel by car and plane to meetings Thousand Currents will make reasonable 
accommodations in compliance with the Americans with Disabilities Act of 1990. This job description 
and its physical requirements will be reviewed periodically as duties and responsibilities change with 
business necessity.  Essential and marginal job functions are subject to modification. 
 
Equal Employment Opportunity 
 
Thousand Currents is an equal opportunity employer. We strongly encourage and seek applications 
from women, people of color, and bilingual and bicultural individuals, as well as members of the 
lesbian, gay, bisexual, and transgender communities. Applicants shall not be discriminated against 
because of race, religion, sex, national origin, ethnicity, age, disability, political affiliation, sexual 
orientation, gender identity, color, marital status, or medical condition including acquired immune 
deficiency syndrome (AIDS) and AIDS-related conditions. 
 
How to Apply 
 
https://idex.recruiterbox.com/jobs/fk0fac6?cjb_hash=O_njbk69&apply_now=true 
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