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Finance and Human Resources Manager – Full Time 

Job Description  

 

 

Symphony Tacoma is an enduring non-profit that has been a vital part of Tacoma’s cultural landscape since 
1946 and has operated as a professional symphony orchestra for more than 25 years.  With 80 contracted 
musicians and an affiliated community chorus, the Symphony brings music into the lives of 20,000 citizens 
annually throughout the South Puget Sound region. With COVID-19 restrictions limiting Symphony Tacoma’s 
ability to perform live, in-person events, the need for virtual content and engagement is more important than 
ever. 

We are excited to announce the opening of Finance and Human Resources Manager! This key position is 
responsible for the accuracy, reporting and oversight of Symphony Tacoma’s finances and will support the 
organization in financial stewardship, planning, analysis, risk management, and some human resources 
functions.  

The ideal candidate will have high-level nonprofit financial experience including financial reporting, cash flow 
forecasting and projections. The position requires strong strategic and analytical skills and a firm 
understanding of donation booking, restricted vs. unrestricted grants, multi-year pledges and board-level 
reporting. The individual will be a self-starter and will be able to succeed in a dynamic arts institution. They 
will ideally have an appreciation for symphonic music.   

Responsibilities:  

• Prepare and deliver monthly finance reports for Board of Directors and Finance Committee 
• Actively participate in budget planning, development and tracking 
• Review monthly bank reconciliations, endowment & investment reports; review statements for 

proper entry of cash receipts, accounts payable, and payroll activities; review payroll tax report and 
forms for accuracy 

• Coordinate and lead the external audit and tax return processes and accompanying schedules, liaise 
with accounting partners and the Finance Committee of the Board of Directors 

• Produce finance reports for grants and foundations as required 
• Ensure compliance with appropriate GAAP regulatory requirements and government agencies  
• Draft Finance policies and procedures as needed 
• Update accounting schedules on a monthly basis; creating monthly and yearly journal entries 
• Other duties as assigned, concert attendance may be required for this position 

 
 
 
 
 
 
 



 
 

901 Broadway, Suite 600, Tacoma, WA 98402 | symphonytacoma.org 

 
Qualifications: 

• Bachelor’s degree in Accounting preferred with a minimum of 5 years-experience in a financial role 
• Non-profit 501c3 work experience preferred 
• Fluency with Quickbooks, strong general ledger, accounts payable, accounts receivable, payroll, 

income tax and banking knowledge 
• Ability to become familiar with Salesforce 
• Experience with Human Resource Management 
• Detail-orientated, experience handling multiple projects, prioritizing work flow, ability to meet 

deadlines, problem solve and work independently 
• Ability to speak articulately with boards and high-level volunteers 
• Diplomacy in handling sensitive and confidential information 

Key Relationships:  
• Internal: Executive Director, Music Director, All Staff, Board Members 
• External: Community Members, Patrons 

Salary and Benefits:  
• Employment Type: Full time, non-exempt 
• Salary Range: $55,120-$58,240 
• 401k plan with 3% employer match 
• Employer paid medical/dental/vision plus generous PTO 
• Paid Downtown Parking (when offices reopen) 
• Though full-time, this position has flexible work hours and allows for some working from home. 

To Apply: 

Please submit the following in PDF format to info@symphonytacoma.org. For best consideration, please 
apply on or before May 5, 2021. Applications will be considered on a rolling basis until the position is filled: 

1. A cover letter of introduction outlining your specific experience and qualifications 
2. Resume in PDF format  
3. A one page maximum response to the following question: What are specific ways in which you will 

improve your knowledge of diversity, equity, and inclusion work? What privileges have afforded you 
the opportunity to apply for this position? How would you approach working with a diverse clientele 
whose backgrounds are different from yours?  

At Symphony Tacoma, we are committed to providing an environment of mutual respect where equal 
employment opportunities are available to all applicants and teammates without regard to race, color, 
religion, age, sex, pregnancy (including childbirth, lactation and related medical conditions), national origin, 
disability status, marital status, genetics, protected veteran status, sexual orientation, gender identity or 
expression, or any other characteristic protected by federal, state, or local laws. Candidates from all 
backgrounds are encouraged to apply.  


