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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.” President Barack Obama hailed SEED as “a true success story.” For more information, 
please visit www.seedfoundation.com. 
 
Position Overview 

The SEED Foundation seeks an entry level Staff Accountant.  Under the direct supervision of the Senior 
Accountant, the Staff Accountant is responsible for a wide range of accounting activities, including, but 
not limited to, journal entries, reconciliations, the month end close process and audit preparation.  This 
position will work closely with others in the finance department to ensure timely and accurate 
reporting. 

 
Essential Duties and Responsibilities 

 Assist with the financial close on a monthly, quarterly and annual basis. 

 Perform the processing and recording of accounts payable transactions, ensure that all invoices, 
check requests, and staff reimbursements are paid timely, recorded accurately, and in 
accordance with Generally Accepted Accounting Principles, and Finance policies and procedures.         

 Manage the processing of cash receipts, recording of revenue, and receivable, and work closely 
with the development team to reconcile gifts pledged and received.  

 Review and process credit card expense reports and receipts submitted by cardholders on a 
monthly basis, and review expense for proper coding. 

 Perform balance sheet analysis and reconciliations, including, but not limited to bank and 
investment reconciliations, accrued and prepaid expenses. 

 Provide general administrative & office coordination support for the SEED Foundation. 

  Assist in the preparation of financial reports such as monthly financial statements, and budget 
vs actuals analysis. 

 Participate in the external audit.  Prepare documents for review as requested. 

 Ensure The SEED Foundation is in compliance with all internal policies and relevant regulations. 

 Communicate with other SEED personnel to provide information, instructions and financial 
analysis on matters relating to activities of The SEED Foundation and other entities within the 
SEED family. 

  

https://www.seedfoundation.com/
http://www.seedfoundation.com/
https://www.seedfoundation.com/collegesuccess/
https://www.seedfoundation.com/seed-in-the-news
http://www.seedfoundation.com/index.php/seed-featured-in-waiting-for-superman-award-winning-documentary-film-about-education-reform
http://www.seedfoundation.com/index.php/seed-featured-in-waiting-for-superman-award-winning-documentary-film-about-education-reform
http://www.seedfoundation.com/
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Qualifications 

 Bachelors’ Degree from an accredited college or university in Accounting, Finance or Business 
Administration. 

 1-2 years of progressively responsible experience in the support of similar accounting/finance 
structure in a non profit. 

 Knowledge of Generally Accepted Accounting Principles, methods and practices of modern 
accounting/ finance and budgeting; non-profit experience preferred, but not required. 

 Great Plains experience preferred, but not required. 

 Ability to quickly learn relevant computer software programs, thorough knowledge and 
understanding of accounting management tools/software. 

 Strong proficiency with Microsoft Office Suite; expert level Excel user. 

 Sound knowledge of regulations applicable specifically to organizations working within the non 
profit sector. 

 Ability to integrate and interpret data from various sources, and to plan, develop and implement 
responsible strategies. 

 Ability to prepare and scrutinize financial reports and documents ensuring integrity, accuracy 
and completeness of the same. 

 Demonstrate initiative and the ability to work effectively within time constraints. 

 Ability to communicate effectively at all levels, exceptional interpersonal skills, a collaborative 
style and the ability to build and maintain effective professional relationships. 

 

Attributes 

 Service oriented. You cooperate easily with staff and vendors and work across departments to 
meet needs as a positive team player. Stakeholders respect you for your knowledge and abilities 
and find you both approachable and responsive.  

 Great listener. You take the time to learn what’s valuable and important to others. You 
confidently engage with staff at all levels to define needs and expectations. 

 Discreet. You are professional and consistently maintain a high level of confidentiality. 

 Effective communicator. Your communication is clear and direct, both written and oral.  

 Proactive with great follow through. You take full responsibility from start to finish. When you 
say you’ll get back with someone, you do. 

 Process oriented. You can effectively and efficiently manage multiple tasks, allocate resources, 
and manage timelines. You are known for how you “get things done.”  

 Curious. You have a curious mind that constantly challenges why things are done in a certain 
way, follows through with smart and creative solutions, and provides alternatives.  

 Collaborative. You value working in a cohesive team environment where everyone works hard 
and relies on each other to pull it all together. You give respect and earn yours. 

 Adaptable. You anticipate and respond to change in a fast-paced environment. You are willing to 
learn new ways of approaching your work to achieve better results. 
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Why SEED? 

 You are part of an organization which creates better futures that will profoundly affect the lives 
of students and their families for generations to come.  

 SEED recognizes that its most important asset is its growing team of smart, creative, 
collaborative, forward-thinking passionate professionals and that a comprehensive employee 
benefits package is an important factor for them in choosing where to work. SEED offers 
competitive compensation along with an extensive benefits package including medical, dental, 
and vision coverage; life and disability programs; tuition assistance; and matching 401(k) 
contributions.  

 SEED is metro accessible and is centrally located to allow our team to take advantage of 
professional networking opportunities, cultural offerings, and a thriving social scene in 
downtown Washington, D.C. 

 
To Apply  
Please forward your resume and cover letter, including salary expectations, to 
jobs@seedfoundation.com with “SEED Foundation – Staff Accountant” in the subject line. Applicants 
will not be considered without both a resume and cover letter. 
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