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Position Title:  Investment Accounting and 
Reconciliations Supervisor FLSA Status:  Exempt 

Department: Finance and Accounting 
Reports To: Senior Manager, Accounting and 
Investment Reconciliations 

Department Function:  Finance is responsible to produce financial statements based on Generally 
Accepted Accounting Principals (GAAP) and NPT’s policies and procedures ensuring legal and regulatory 
compliance. 

Summary:  
This position is responsible for overseeing the daily and monthly reconciliation of assigned Donor 
Advised Funds (DAF), Supporting Organization (SOs) and investment accounts. This position is also 
responsible for ensuring the timely and accurate reconciliation of NPT’s assets, both on a donor holdings 
and GL level. Other duties will include new software implementation and special projects as assigned. 
This position may review reconciliations prepared by Staff Accountants, Senior Accountants, Team-
Leads, Specialists, and temporary staff. 
 
PRIMARY FUNCTIONS AND ESSENTIAL RESPONSIBILITIES  

Duties and Responsibilities:  

 Supervise and provide daily guidance and coaching to members of the Investment Accounting team, 
including acting as an escalation point of contact for internal and external issues.  

 Conduct ongoing feedback in conjunction with department manager, including 1:1 meetings with 
each team member and prepare annual employee performance reviews. 

 Assist with the training and development of the members of the Investment Accounting. 
 Maintain the monthly close schedule for the Finance department. 
 Assist in planning for efficient use of the Investment Accounting team’s time to navigate monthly 

close along with competing deliverables. 
 Review monthly and daily investment account reconciliations for approximately 2,200 investment 

accounts.  
 Review monthly and annual balance sheet reconciliations for all balance sheet accounts associated 

with investments. 
 Create proper records and support associated with the reconciliation of all donor advised funds 

(DAFs). 
 Monthly review of GL to Donor Holdings reconciliation for all DAF and SO programs. 
 Monthly review of Product tie-out for all programs. 
 Ensure timely turnaround of requests from both Operations, Grants and Donor Administration 

Departments. 
 Book appropriate Journal Entries for all dividends, interest income, realized and unrealized 

gains/loss reconciling items associated with donor advised funds. 
 Maintain proper warehousing of custodian portal credentials.  
 Review and provide guidance for automated daily reconciliation tool for all custodians in production. 
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 Participate in annual audit process, ensuring auditors are provided with appropriate documents, 
answer any questions necessary for auditors to perform their function. 

 Assist other members of Finance Team as needed regarding questions related to DAF program and, 
financial software. 

 Provide guidance to other departments within NPT on an as-needed basis to ensure correct 
accounting practices are followed in back-office system.  

 Communicate effectively and diplomatically with all constituents with a dedication to providing high 
level customer service. 

 Other duties and projects as assigned. 

The above list is not exhaustive, additional tasks may be assigned as necessary but are not a major 
function of the position. 

QUALIFICATIONS 

Education/Certification: 
 Bachelor’s degree in Accounting or Finance or equivalent experience 
 Minimum of 4-7 years of relevant experience in Investments, General Accounting or Finance. 

Knowledge, Skills and Abilities: 

 Working knowledge of various financial accounting software packages, including Stellar and Electra. 
 Proficient in Microsoft office, including Excel, Word and Outlook. 
 Excellent written, oral, and interpersonal communication skills. 
 Demonstrated ability for attention to detail, to analyze problematic situations and to prioritize 

projects.  
 Experience in non-profit or not-for-profit environment helpful. 
 Must be able to function independently as well as in a team environment. 

I hereby certify that I have read and understand my position description. In addition, I accept the 
responsibilities of this position and acknowledge that I have received a copy of my position description. 

Signatures: 

Employee: __________________________________________ Date:__________________ 

Supervisor: __________________________________________ Date: __________________ 

 


