
 

 

JOB DESCRIPTION 
 

Position Title: Accountant 
Reports to:  Assistant Vice President, Finance 
Classification:   Exempt 
Date:   April 2021 
  
I. Summary/Objective  
The Accountant is responsible for preparing monthly journal entries, reconciliation of general ledger accounts, 
financial planning, budgeting, cost control and reporting related to production. Also responsible for managing 
accounts receivable and tracking and allocation of all revenues related to any royalties, fees, commissions or 
other income associated with various production projects 
 
II. Essential Functions 

1. Prepare monthly recurring and adjusting journal entries and perform monthly and annual 
reconciliation of general ledger accounts. 

2. Generate production budgets with producers and others and tracks related revenue and expenses 
for all projects. Establishes appropriate rate cards for all productions and updates when required. 

3. Generate fund raising events budget with Director and others and tracks related revenue and 
expenses for events. 

4. Generate cost reports and analysis for all production projects in forms suitable for internal use as 
well as reporting to external funders. 

5. Administer contracts and accounts receivable for BTPM underwriting contracts. 
6. Work closely with Community and Foundation Development department to develop grant 

proposals for outside funding of various productions and special events. Monitor compliance with 
foundation and other external funding contract conditions. 

7. Oversee accurate tracking and allocation of all ancillary revenue streams and related expenses 
associated with WNED and WBFO productions, including rights fees, royalties, commissions and 
profit sharing agreements. 

8. Act as a resource on production costing and facilitation matters to BTPM personnel and outside 
producers. Assist in developing and implementing contracts necessary to the production process. 

9. Act as backup for processing of membership receipts. 
 
III. Required Education and Experience 

1. Bachelor’s degree in Accounting required. 
2. 2+ years’ experience in non-profit and grant/project accounting, television production preferred. 
3. Demonstrated knowledge of GAAP, federal grant accounting and production accounting. 
4. Strong MS Excel skills with high attention to detail. 
5. Knowledge of budgets, planning and the budget process. 
6. Proven skills in successful verbal and written communications with all levels of the organization. 

 
IV. Supervisory Responsibility 

This position has no supervisory responsibilities  
 
V. Position Type/Expected Hours of Work 

This is a full-time position. Hours of work are Monday through Friday, 8:30 a.m. to 5:00 p.m., 40 hours 
per week. 

  



 
VI. Travel 

Travel is primarily local during the business day, although some out-of-the-area and overnight travel, 
including to Canada, may be expected.  

 
VII. Physical Demands 

This is largely a sedentary role; however, some filing is required. This would require the ability to lift 
files, open filing cabinets and bend or stand as necessary 
  

VIII. Other Duties 
Please note this job description is not designed to cover or contain a comprehensive listing of 
activities, duties or responsibilities that are required of the employee for this job. Duties, 
responsibilities and activities may change at any time with or without notice.  

 
IX. EEO Statement 

Buffalo Toronto Public Media is an Equal Opportunity Employer committed to excellence through 
diversity and inclusion.  

 


