
Think Small is an Equal Opportunity and Affirmative Action Employer  
10 Yorkton Court, St Paul, MN 55117  

Job Opening Staff Accountant - Contracts 

Posted: 9/24/18 Available Immediately FULL TIME 

Think Small, Minnesota’s leader in early learning, is dedicated to advancing early childhood care and 
education.  We are still committed to our belief that the quality of a child's early experiences greatly influences 
his or her success later in life and that much that can be done to optimize a child's early development.  This 

position is responsible for the accurate and timely processing of client and vendor invoices, reconciliation and 

compliance monitoring. 
 

 

 Maintain program contracts 

 Verify that accurate financial coding and policies are followed 

 Monitor program and personnel expense compliance 

 Maintain an accurate client tracking system 

 Reconcile assigned GL accounts, solve inconsistences and prepare journal entries 

 Prepare and enter contract invoices 

 Enter and maintain contract/grant information in financial database 

 Process contract billing 

 Monitor client accounts receivable aging and follow-up 

 Implement process for tracking and maintaining vendor contracts 

 Track vendor contract invoices to ensure timely billing 

 Prepare entry of use of temporarily restricted funds 

 Prepare contract & grant budgets and input into Financial Edge 

 Create VCO templates for tracking financial activity by contract 

 

Requirements 

 

 Bachelor’s degree in accounting, finance or related field preferred 

 2 years’ experience in accounting with grant experience 

 Demonstrated skill in identifying and working across departments to solve problems 

 Excellent skills in MS Office programs (Outlook, Word, Excel) 

 Experience with Acumen, Financial Edge and/or Raisers’ Edge a plus 

 This position requires frequent keyboarding, computer use and communicating via phone and email 

 

Salary and Benefits 

 
Think Small offers a minimum starting wage of $20.43/hr and a unique benefit package with 18 benefits 
including a 401k with employer match and generous time off.  Our 100+ employee company offers a family-
friendly professional work environment.  This position will work out of our award-winning building located at 10 
Yorkton Court in Little Canada near Highways 35E and 694.  We also have a Minneapolis office located at 
2021 East Hennepin Avenue.   

 

How to Apply 

 
Submit cover letter and resume with salary expectations to: 

jobs@thinksmall.org with job title on the subject line 

Essential Job Functions 

mailto:jobs@thinksmall.org

