
 

 

PAYROLL ACCOUNTANT 
 

OVERVIEW: Provides payroll administration including compilation of the annual 
compensation budget.  Handles senior level general ledger accounting 
and performs complex reconciliations, analysis, and reporting as 
required. 

 
FLSA STATUS: Non-Exempt REPORTS TO: Controller 
 
ESSENTIAL FUNCTIONS: 

1. Administer and process biweekly payroll using ADP and Kronos in accordance with 
Museum policies and regulatory requirements.  Prepare and post all payroll related 
journal entries into general ledger.  Administer payroll related disbursements 
including garnishments.  Reconcile monthly benefits statements.  Communicate with 
and respond to employees regarding payroll matters. 

2. In collaboration with the HR department, provide monthly compensation analytics. 

3. Create and provide customized reports for pension plan administration.  Oversee 
the annual defined benefit pension and defined contribution 403(b) plan audits. 

4. Compile the annual compensation budget under the direction of the Directors of HR 
and Finance. 

5. Monitor the museum’s cash position daily.  Reconcile all cash and bond trust 
accounts monthly. 

6. Reconcile other general ledger balance sheet accounts as assigned.  

7. Handle the monthly accounting for the Museum Development Authority (MDA) and 
the museum’s commercial leasing. 

8. Assist in the month-end closing as well as the annual financial audits for SAM and 
the MDA with preparation of audit schedules and other materials.  

9. Perform other duties as assigned.  Represent the Museum with a high level of 
integrity and professionalism, and support management decisions in a positive, 
professional manner. 

 

QUALIFICATIONS, KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

1. BA/BS in relevant field or the equivalent combination of work/education.  An 
accounting degree is highly preferred. 

2. 3+ years related payroll and accounting experience required with a demonstrated 
level of increasing responsibilities. Experience with ADP required.  Kronos 
experience highly desired. 

3. Demonstrated proficiency & expertise using a wide range of MS Office products 
including Word and Excel.  Experience with Abila MIP accounting software highly 
desired.   

4. Strong written, oral and interpersonal communication skills including the ability to 
effectively communicate with SAM staff and management. 



 

 

5. Demonstrated experience in problem solving, research skills and exercising good 
judgment. 

6. Demonstrated ability to assess priorities, manage and complete multiple projects 
simultaneously, and work well under pressure. 

7. Ability to work with close attention to detail and to maintain confidentiality of 
sensitive information. 

 
 
The Seattle Art Museum will consider reasonable accommodations for those applicants with disabilities who 
may need a reasonable accommodation to perform the essential functions/duties.    Please contact the 
Human Resources Department for additional information. 
 
Seattle Art Museum is committed to diversity and inclusion.  Qualified individuals who bring diverse 
perspectives to the workplace are especially encouraged to apply. 
 
 

TO APPLY:   Please visit http://visitsam.org/careers for specific instructions on how to submit SAM employment 
application, cover letter and resume.   
 
Deadline: Open Until Filled 

http://visitsam.org/careers

