Staff Accountant
Friends of the Arava Institute
Newton, MA
(Hybrid position)
Full-Time / Exempt

Friends of the Arava Institute (FAI) is a U.S.-based nonprofit organization, located in
Newton Centre, MA, that advances environmental cooperation in the Middle East largely
through financial, operational, and programmatic support to the Arava Institute for
Environmental Studies (AIES). FAl advances this mission through fundraising, student
recruitment, and U.S.-based educational and public awareness initiatives that strengthen
AIES’s efforts to promote cross-border environmental cooperation. As FAI strengthens its
internal capacity, strong financial management is essential to ensuring transparency,
regulatory compliance, and responsible stewardship of donor-supported programs.

Located in Israel, AIES is a leading environmental studies and research institution that
brings together Jordanians, Palestinians, Israelis, and international students to address
regional environmental challenges through academics, applied research, and
environmental diplomacy. With support from FAI, the Arava Institute advances
collaborative, solution-driven approaches to some of the Middle East’s most urgent
environmental issues.

Job Summary

The Staff Accountant is responsible for all general ledger functions, from recording
transactions to reconciliations, and will work closely with the Director of Finance and
Administration (DF&A) for financial report preparation. This role requires the ability to work
effectively with diverse stakeholders across departments, organizations, and geographic
locations, including regular collaboration with colleagues based in Israel.

Responsibilities

Day-to-Day Finance Functions

e Prepare and process all accounting transactions, including bank transactions,
accruals, prepaids, deferrals, and journal entries

e Process Accounts Payable and credit card expense accounts

e Complete all general ledger reconciliations and resolve variances

e Prepare monthly bank reconciliations



Prepare monthly financial statements

Complete monthly and year-end closing process

Complete monthly reconciliation with the Development office, documenting,
identifying, and resolving variances between the G/L and Donor Perfect (the
Development department’s database)

Reconcile CRM databases to the general ledger

Record investment journal entries and maintain investment schedules and roll-
forwards

Record student tuition invoices, track student tuition payments, scholarship
receipts, and refunds

Process all accounting entries for special events and projects, including tracking
registration deposits, prepaids, deferrals, and expenses.

Complete transaction tracing to assist in response to Donor inquiries

Financial Management/Compliance

Document and track receipt of donor-restricted funds to ensure compliance with
U.S. tax regulations

Collaborate with the DF&A to ensure accurate tracking and recording of funds sent
from FAI to AIES

Complete quarterly employment payroll tax reconciliations and address any
discrepancies

Budgeting, Forecasting, and Reporting

Work with team members to develop department and project budgets in
partnership with the DF&A.

Collaborate with the DF&A and relevant team members on budget planning and
forecasting for special events and projects.

Complete the closeout process for special events and projects and review financial
results to identify variances from the budget.

Support the DF&A with assessing and implementing process changes to ensure
continuous improvement

Attend all staff, finance department, accounts payable, and other working group
meetings

Attend FAI Annual Board Meeting (one weekend per year) in person and other board
meetings as necessary

Work on miscellaneous tasks and special projects, such as gathering and tracking
annual report data, managing event logistics, and other ad hoc projects as needed.



Skills and Qualifications

e 3+ years of nonprofit accounting experience, including general ledger management,
reconciliations, and financial reporting

e Strong proficiency in QuickBooks Online and Excel, including pivot tables, lookups,
and other analytical functions

e Highly detail-oriented with strong accuracy in handling financial data

e High degree of integrity and sound judgment in managing sensitive financial
information

e Analytical problem-solver able to interpret data, identify issues, and recommend
solutions

e (Clear and effective communicator, with the ability to work with diverse stakeholders

e Bachelor’s degree in Accounting, Finance, or related field

e Mustreside in the United States with the ability to work legally in the US and live
within a reasonable distance of Newton Centre, MA, to attend in-office work
regularly

Compensation

The salary range for this position is $60,000-$68,000 annually, commensurate with
experience. FAl offers a comprehensive benefits package that includes health, dental, and
vision insurance; a 401(k) plan with employer match; short- and long-term disability
insurance; and life insurance. We are committed to supporting staff growth and encourage
ongoing professional development in areas of relevant interest.

To Apply

Please submit your resume and a cover letter to . Inyour cover
letter, please highlight your experience in nonprofit accounting and your interest in the
Arava Institute’s mission. No phone calls and principals only, please. Please include “[Your
Name]-Staff Accountant” in the subject line.

FAIl provides equal employment opportunities to all employees and applicants for
employment without regard to race, color, religion, sex (including pregnancy, childbirth or
related medical conditions, sexual orientation, and gender identity), national origin, age,
disability, genetic information, or military or veteran status in accordance with applicable
federal laws. In addition, FAl complies with applicable state and local laws governing non-
discrimination in employment. This policy applies to all terms and conditions of
employment, including but not limited to hiring, placement, promotion, termination,
transfer, leaves of absence, compensation, and training.



