
The Sedona Interna-onal Film Fes-val is a yearlong celebra-on of the power of independent film 
and mul-cultural programming to inspire, educate, entertain and enlighten. 

Business Manager  
Part-Time 

16-25 Hours - Salary commensurate with experience 

Reports to:  

Under the direc+on of the Treasurer and oversight by the Board of Directors, this posi+on is responsible for performing a variety of  
business management and bookkeeping  du+es including processing payroll bi-weekly, financial record keeping and transac+ons 
including the General Ledger. 

Desired individual will have advanced experience with QuickBooks Online working in the nonprofit seFng, an outgoing and friendly 
personality, demonstrated professionalism and tact in communica+ons with a diversity of individuals, strong organiza+onal and +me 
management skills, acute aHen+on to detail and working with the Ar+s+c Director prepare strategic and business plans. 

DuBes and ResponsibiliBes: 

• Manage all aspects of day to day bookkeeping and accoun+ng processes including but not limited to: A/P, A/R, payroll, journal 
entries, and bank reconcilia+on. 

• Prepare Journal Entries for prepaid expense, deferred revenue and payroll accounts 

• Process and pay all invoices in a +mely manner. 

• Record deposits of all organiza+onal revenue. 

• Execute payroll ac+vi+es using payroll service 

• Perform annual 1099 repor+ng process for vendors 

• Prepare monthly and quarterly financial reports, including standard financial reports, budget vs actual reports and grant-specific financial 
reports. 

• Manage +me tracking process for employees with hours billable to grant and extract data to make appropriate payroll entries for financial 
and grant repor+ng. 

• Coordinate with outside CPA and Auditors in prepara+on of year-end audit. Support the Treasurer in development and analysis of annual 
organiza+on budget. 

•  Secure necessary licensure and insurance coverage with Treasurer’s approval  

• Maintain accoun+ng procedures and policies and systems of internal controls to ensure the integrity of all financial systems. 

• Perform non-rou+ne tasks requiring strong judgement and ini+a+ve. 

• AHend Board Mee+ngs, staff Finance commiHee and take minutes 

QualificaBons: 

• Advanced proficiency in QuickBooks Online a must 

• Nonprofit experience a must 

• Associate degree or equivalent with 3-5 years related experience or combina+on of educa+on and experience. 

• Addi+onal proficiencies in Excel and database management 

• Excellent verbal and wriHen communica+on skills 

• Strong organiza+onal problem-solving analy+cal skills: ability to manage priori+es and workflow 

• Ability to deal effec+vely with a diversity of individuals at all organiza+onal levels. 

• Familiarity with accoun+ng for construc+on projects. 

As a small organiza+on opera+ng in a very dynamic environment, a significant amount of flexibility and teamwork is required. Employees are 
expected to work collabora+vely to ensure SIFF’s success. For considera+on, please complete the SIFF applica+on for Employment found at: 
hHps://sedonafilmfes+val.com 

The Sedona Interna-onal Film Fes-val and Workshop is an Equal Opportunity Employee


