
 
 
 
 
 

Finance and Administration Assistant 
 
About SEED 
 
As the first public, college-preparatory boarding schools in the U.S., SEED’s mission and approach to education are 
unique. SEED schools are tuition-free and, by design, serve traditionally underserved students. Our schools and 
graduates are supported by The SEED Foundation. The SEED Foundation provides programmatic and operating 
support to SEED schools in Washington, D.C., Baltimore, and Miami. The SEED Foundation’s College Transition & 
Success (CTS) team provides intensive, individualized support to each SEED graduate from their junior year of high 
school through their college graduation. The success of the SEED model has been showcased in media outlets and 
publications such as 60 Minutes, The New York Times, The Washington Post, and in the documentary film Waiting 
for “Superman”. The President of the United States has hailed SEED as “a true success story.” For more 
information, please visit www.seedfoundation.com. 
 
Position Overview 
 
The Finance and Administration Assistant provides overall support to the office on a daily basis.  The Finance and 
Administration Assistant will be responsible for accounts payable, office management and other miscellaneous 
tasks related to finance and administrative operations. 
 
Essential Duties and Responsibilities Include: 
 

Accounting 
 Provides general administrative support for finance team, including maintaining files, scheduling, 

vendor coordination and processing travel and expense reimbursements 
 Reviews all invoices for appropriate documentation and approval prior to payment 
 Processes check requests 
 Audits and processes credit card bills 
 Responds to all vendor inquiries 
 Reconciles vendor statements, researches and corrects discrepancies 
 Maintains files and documentation thoroughly and accurately, in accordance with company policy and 

accepted accounting practices 
 Other duties as assigned 

 
Office Coordination 

 Serves as primary contact with landlord and building maintenance  

 Maintains the telephone system 

 Receives, sorts and distributes incoming mail and packages 

 Maintains business machines, including lease management and repairs (postage meter, fax/copier, 
printers, etc.) 

 Maintains appearance of common areas (reception, kitchen, conference room, common area)  

 Organizes and restocks office and kitchen supplies 

 Maintains original keys and makes copies as needed for staff 

 Other duties as assigned 
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Finance and Administration Assistant 
 
Qualifications, Education Requirements, and Skills 

Qualifications:   
 Must have high level of interpersonal skills to handle sensitive and confidential information.  Position 

continually requires demonstrated poise, tact and diplomacy.  
 Must be able to interact and communicate with individuals at all levels of the organization.  
 Work requires continual attention to detail in composing, typing and proofing materials, establishing 

priorities and meeting deadlines. 
 Must be able to work in a fast-paced environment with demonstrated ability to juggle multiple competing 

tasks and demands.  
 Ability to perform mathematical computations such as percentages, fractions, addition, subtraction, 

multiplication and division quickly and accurately. 
 Must be well organized and a self-starter. 
 Good verbal and written communication skills 

 
Experience & Education: 

 High school diploma required, college courses in accounting preferred 
 2+ years of Accounts Payable experience 
 1 year work experience in office management 

 
Computer Skills: 

 Proficient in MS Office Suite  
 Proficient in Accounting Software Applications (Great Plains preferred) 
 Internet savvy and skilled with technology 

 
SEED offers a competitive salary along with an excellent benefits package that includes three weeks’ vacation, 
eleven holidays, eight sick days, health and dental insurance, FSA reimbursement accounts (health care, 
dependent care, and transit/parking), life insurance, short-term and long-term disability, and a 403(b) plan. 
 
To apply for the Finance and Administration position at The SEED Foundation: 
Please forward your resume and cover letter, including salary expectations, to jobs@seedfoundation.com with 
“SEED Foundation – Finance and Administration” in the subject line. Applicants will not be considered without 
both a resume and cover letter. 
 
The SEED Foundation is committed to the letter and spirit of equality. It does not discriminate on the basis of race, 
color, religion, gender, sexual orientation, or national and ethnic origin in hiring and employment, nor in the 
administration of its educational policies, admissions policies, scholarships and other programs. 
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