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The Account Manager advances the mission of The Niagara Arts and Cultural Center ("NACC") through various 
means, but primarily through the Finance Office. This position requires significant contact with tenants, staff, 
building supervisor, donors and the public. 

Qualifications: Applicants should be highly self-motivated, well-organized and able to work independently and 
also as part of a team in a collaborative workplace. A candidate should be proficient with accounting 
applications. Candidates should be responsible, attentive to details, cooperative and helpful, with very strong 
communication skills. Experience or interest in arts and cultural activities, educational programs, and nonprofit 
organizations is also highly valued.  

Required Minimum Experience: 2-3 years finance and account management.  

Minimum Qualifications: 

• Ability to work in an organized, efficient manner with a high level of accuracy, attention to detail, 
and follow-through. 

• Ability to exercise judgment and discretion.  
• Must be professional at setting priorities and coping with competing demands.  
• Bachelor’s degree with an emphasis on finance or accounting. 
• Business background helpful, nonprofit experience a plus.  
• Education: Bachelor’s degree with an emphasis on finance or accounting. 
• License or Certification: Valid Driver's License, access to a vehicle.  

Compensation rate will be determined by experience and qualifications. 

Physical Requirements & Working Conditions: Work is to be performed onsite during NACC business hours unless 
duties require additional time, including evenings and weekends, when NACC time sensitive situations, critical 
issues or NACC sponsored events occur.  This position works under minimal supervision, must have highly 

developed interpersonal skills.     
 
Duties -  

 
As time constraints allow: these responsibilities will include but are not limited to: 

• Entering payables and receivables on an ongoing basis.  

• Helps with the production of monthly financial reports for the Finance Committee and periodic 

financial reports for the Board of Directors. 

• Maintains databases for donors, customers, vendors, grants, and membership. 
• The NACC is a diverse organization and requires all employees to be supportive of other programs. 

Thus, other duties can be assigned as deemed necessary by the Executive Director 
 

Key Responsibility Area:  Account Manager  

• Bookkeeping including generating checks and invoices  
• File maintenance and organization of receipts, bills and other relevant information. 
• Preparing financial materials for reports 

1201 Pine Avenue - Niagara Falls, NY 14301 
P: 716-282-7530   F: 716-282-7533 

info@thenacc.org   www.thenacc.org 

Employer: Niagara Arts & Cultural Center (NACC) 
Position: Account Manager 
Reports to: Finance Director, Executive Director 
Location: 1201 Pine Avenue, Niagara Falls NY 14301 
Job Type: Part Time, Monday-Friday, Flexible Hours  
Immediate Opening 

mailto:Info@thenacc.org
mailto:info@thenacc.org
http://www.thenacc.org/


 

Niagara Arts & Cultural Center 

1201 Pine Avenue, Niagara Falls, New York 14301    –    www.thenacc.org 
Phone: (716) 282 – 7530 Email: Info@thenacc.org Fax: (716) 282 - 7533 

Protect Our Historic Building. Preserve Cultural Heritage. Promote Visual & Performing Arts. 

 

 

 

• Assembling and providing materials for the annual audit and 990 filing. 
• General office work such as mailings, filings and related activities including membership mailings 

and membership cards. 
• Other duties as assigned by the Executive Director. 
 

 
Key Responsibility Area: Development of Annual Budget  

• Day to Day original entries in the Account System.  
 

 

Relationships: 

REPORTS TO:  Finance Director 
 
Physical Environment: 

Work is to be performed onsite during NACC business hours unless duties require additional time, including 
evenings and weekends, when NACC time sensitive situations, critical issues or NACC sponsored events occur.  
This position works under minimal supervision, must have highly developed interpersonal skills.     
 

Communication: 

INTERNAL: Communication—verbal and written material and email is required with other NACC staff, the 

Finance Director and the Executive Director to exchange job related information.  

EXTERNAL: Communication—verbal and written material and email as required.   

Experience or other conditions may be considered for substitution of these requirements at the discretion of the NACC.  This job description 

reflects the general duties considered necessary and essential to describe the principle functions of the job as identified, and shall not be 

considered a detailed description of all of the work requirements that may be inherent in the position.  This job description is not an 

employment agreement or contract.  Management has the exclusive right to alter this job description at any time without notice. 
 

About the NACC: As the largest multi-arts center in up-state New York, the NACC is home to more than 75 artists 
and arts groups: over 60 artist studios, 3 public galleries, and multiple private galleries, three theaters, a radio 

station, a certified sound stage / movie production facility, the Niagara Falls High School alumni center, and the 
NACC Artisan Café & Gift Shop. 

NACC Artists also provide classes in Music, Painting, Dance, Videography, Animation, Sculpture, and Writing.  

The NACC continues to grow as an education center offering adult and children classes to the public. Summer 
programs for kids offer an array of art, music, dance, and technology classes to area elementary, middle and 
high school students. 

Celebratory and fundraising events, rental space for meetings, small conferences, and parties, enhance the 
NACC’s community value. The NACC galleries host a diverse range of exhibitions, and our theaters regularly 
feature a broad variety of musical, theatrical and dance activities.  The NFHS Alumni Center is a collection of 
memorabilia including yearbooks, photos, and documents for all to enjoy. 

Interested individuals should send Application, Resume, and Cover Letter to:  

Kathie Kudela 

Executive Director 

Niagara Arts & Cultural Center  

1201 Pine Avenue, Niagara Falls NY 14301 

EMAIL: info@thenacc.org (Use Subject: Account Manager Application _ LastName_Firstname) 

PHONE: (716) 282-7530 

FAX: (716) 282-7533 
Phone calls and facebook applications not accepted. All requested materials must be furnished for review.  
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APPLICATION 
PLEASE COMPLETE THIS FORM IN DETAIL  

 

FIRST NAME LAST NAME MIDDLE INITIAL: 

D.O.B. SS# 

PERMANENT ADDRESS: 

CITY AND STATE: 

PHONE (HOME):                                    (CELL): 

EMAIL: T-SHIRT SIZE:  

 

CURRENT OR MOST RECENT OCCUPATION: 

CURRENT EMPLOYER: 

BUSINESS ADDRESS: 

CONTACT PHONE: 

EMAIL ADDRESS: 

DO WE HAVE PERMISSION TO CONTACT YOUR CURRENT EMPLOYER?  □  YES        □  NO 

LIST TWO PERSONAL REFERENCES (NOT RELATIVES): 

1.) NAME: 

RELATION/TITLE: 

CONTACT PHONE: 

ADDRESS: 

2.) NAME: 

RELATION/TITLE: 

CONTACT PHONE: 

ADDRESS: 
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APPLICATION CONT. 

EMERGENCY CONTACT INFORMATION: 

NAME: 

RELATION: 

MAIN PHONE: 

SECONDARY PHONE: 

ADDRESS: 

HAVE YOU EVER BEEN CONVICTED OF A CRIME? □  YES        □  NO 

IF “YES”, EXPLAIN NUMBER OF CONVICTIONS, NATURE OF OFFENSE(S), LEADING TO CONVICTION(S), HOW RECENTLY SUCH 

OFFENSE(S) WAS/WERE COMMITTED, SENTENCE(S) IMPOSED, AND TYPES OF REHABILITATION: 

 

DO YOU HAVE A DRIVER’S LICENSE/MEANS OF TRANSPORTATION TO WORK?  □  YES        □  NO 

PLEASE ATTACH RESUME OR CV, OR FILL OUT THE FOLLOWING AS NECESSARY: 

EDUCATION: 

 DEGREE / MAJOR YEARS COMPLETED 

HIGH SCHOOL   

UNIVERSITY /COLLEGE   

GRADUATE SCHOOL   

LIST ANY PRIOR EXPERIENCE IN ARTS, SUMMER PROGRAMS, OR EDUCATIONAL SETTINGS:  

NAME OF INSTITUTION OR BUSINESS JOB ROLE / RESPONSIBILITIES LENGTH OF OCCUPATION 

1-  

 ADDRESS:  

PHONE #:  

2-  

 ADDRESS:  

PHONE #:  
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