
 

 

 
POSITION TITLE: Office Manager – Bookkeeper  
REPORTS TO:  Deputy Director  
STATUS:   Exempt Full Time Employee; Salaried  
 
POSITION SUMMARY:  
The Office Manager – Bookkeeper is an experienced, detailed individual who oversees financial and 
administrative duties for the Breman Museum for a staff of 12 FT and 2 PT staff and an operating budget of 
approximately $1.5M  
 
PRIMARY DUTIES  

• Maintain employee payroll files as required by the Department of Labor including new hire packets 
(I-9, withholding tax, insurance, retirement and other benefit forms)  

• Submit bi-weekly payroll for direct deposit using online banking system as well as 401(k) 
contributions or other employee-sponsored deductions  

• Maintain copies of signed agreements with contractors and/or outsourced services including 
facility lease and insurance  

• Obtain and maintain signed W—9 Forms for IRS compliance  

• Process annual 1099-MISC and file with Form 1096 transmittals  

• Work with the executive director to manage cash flow  

• Monthly reconciliation of bank account and payroll account  

• Calculate annual Endowment fund authorized allocations and request distributions  

• Maintain schedule of Accounts, Pledges and Grants Receivables  

• A/P, A/R and daily register reconciliation  

• Prepare balance sheet, Year-to-Date Income Statement – Actual vs. Budget, Projected Fiscal Year 
Operating Budget, Project Actual vs. Budget  

• Serve as liaison with the Finance Committee  

• Order office supplies as necessary  

• Track employee PTO, comp and vacation time  

• Maintain personnel file for each employee  

• Serve as the benefits liaison  

• Assist and advise senior leadership about human resources issues  
 
REQUIREMENTS  

• Accounting degree, or an equivalent degree  

• 3 years’ demonstrated experience in nonprofit financial management including budgeting, human 
resources/personnel management  

• Good knowledge of standard accounting practices  

• Strong written and verbal communication skills  

• Ability to track and manage multiple projects simultaneously  

• Proactive, detail-oriented, team-focused  

• Fluency in Quickbooks, Microsoft Word and Excel; preferred experience with Sage/Abila Software   
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ABOUT THE BREMAN MUSEUM  
With an annual visitation of approximately 30,000, the Breman Museum is Atlanta’s only Jewish museum and 
home to three exhibition galleries including the permanent exhibition, Absence of Humanity: The Holocaust 
Years, 1933 - 1945, and two rotating galleries. The Museum hosts an array of programming aimed at 
connecting the public to Jewish arts, history and culture. Our signature programs like the Molly Blank Jewish 
Concert Series, an annual presentation of professional concerts highlighting Jewish contribution to music; 
Bearing Witness, which provides an opportunity for the public to hear first-hand experiences of Holocaust 
survivors; and Historic Jewish Atlanta Tours, where the public can explore the Jewish stories contained in 
Atlanta’s rich history are now experiencing sellout crowds. The Breman has been named one of The Ten Best 
Museums in Atlanta by USA Today in 2015, Institution of the Year by the Georgia Association of Museums 
and Galleries (2016) and The Destination in Georgia by Trip Advisor (2016).  
The Weinberg Center for Holocaust Education at the Breman welcomes approximately 10,000 school children 
annually to explore the history and the lessons of 1933 – 1945 Europe by emphasizing Jewish response 
during the Holocaust. The Birnbaum Summer Institute for Teaching the Holocaust has reached hundreds of 
teachers from around the region and provided instruction on how to teach the Holocaust in classrooms. The 
Cuba Family Archives for Southern Jewish History at the Breman serves as one of the largest repositories of 
papers, oral histories and memorabilia related to Southern Jewish life in the region. The CFA holds over 2,000 
manuscript collections, over 20,000 photographs, and approximately 1,000 oral histories spanning Jewish life 
throughout Georgia and Alabama.  
 
TO APPLY: Please prepare a letter of interest and a current resume and submit your application package to: 
jobs@thebreman.org before July 31, 2017. The Breman Museum is an equal opportunity employer. 
 

 

 

 


