
 
 

Bookkeeper/Financial Manager 
 
Description 
 
The Scientific Committee on Oceanic Research (SCOR) is a nonprofit organization that 
promotes international cooperation and capacity building in ocean science. More information can 
be found at scor-int.org.  
 
Applicants must have nonprofit bookkeeping/accounting experience to be considered. 
 
SCOR is seeking a bookkeeper/financial manager to be responsible for the day-to-day 
bookkeeping operations of the organization, including maintaining accurate financial records, 
managing accounts payable and receivable, and managing grant financials. The responsibilities 
do not include payroll processing. Hours are estimated to be approximately 20-30 hours per 
month with the ability to work a flexible schedule. The bookkeeper/financial manager will work 
closely with the Executive Director to implement and improve procedures related to the 
responsibilities of the position. 
 
 
Responsibilities 
 

• Review reimbursement requests and other accounts payable and prepare payment 
approval packages. 

• Issue invoices and track payments and ageing of accounts receivable. 
• Record and classify all accounts payable and accounts receivable transactions; correct 

coding errors through journal entries. 
• Maintain and reconcile all monthly bank and credit card statements; prepare monthly 

reconciliation reports for Executive Director approval. 
• Track grant-related expenses; prepare Budget versus Actual reports and monitor spending 

within budget categories. 
• Calculate and request draw down amounts for reimbursable grants. 
• Prepare and file financial reports for granting agencies. 
• Prepare and provide supporting schedules, reports, reconciliations, and requested 

documentation to the auditors. 



 

• Provide financial information for quarterly financial reports to the Executive Committee 
and for mid-year budget revisions by the Finance Committee; prepare ad hoc financial 
reports as requested. 

• Prepare and file Forms 1099 to the IRS. 
 
Qualifications 
 

• Bachelor’s Degree in Finance or Accounting or Certification in Bookkeeping or 
comparable experience  

• Proficiency with QuickBooks Online and MS Excel 
• Minimum 3 years of experience providing bookkeeping services to nonprofits  
• Understanding of GAAP and applicability to a nonprofit setting in the United States 
• Attention to detail, organizational skills, and ability to work independently 

 
Compensation & Work Arrangements 
 

• $50-80/hour. This will depend on experience, which is expected to also affect accordingly 
the necessary number of hours per month to fulfill the role. 

• Remote, in the United States 
• Contract / Freelance 
• Part-time; averaging 5-7 hours per week billed as actual costs. There may be variability 

related to monthly and annual cycles.  
• Start Date: October-November 

 
How to Apply 
 

• Provide a resume/CV or other description of experience and services, and the names and 
contact information for 2 references to secretariat@scor-int.org by 31 August. 

mailto:secretariat@scor-int.org

