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Position: Accounting & Administrative Coordinator 
Hours: 20 Hours Per Week 
Location: Port Hadlock, WA campus 
Reports to: Executive Director / Finance Director 
Supervises: N/A 
 
 
Located in Port Hadlock, WA, NWSWB  is a hands-on vocational training program preparing students for 
meaningful careers in the maritime and skilled trades industries. Our campus is a working environment 
where boats are built and launched while students gain real-world experience that leads directly to 
employment. 
 
Position Summary: The Accounting and Administrative Coordinator plays a vital behind the scenes role 
in supporting the financial and operational health of the school. Working closely with CFO, this position 
ensures that invoices, payroll, compliance, and financial records are handled accurately. 

Responsibilities:  
 
Accounting & Financial Management 

• Process accounts payable, accounts receivable, and expense reports, ensuring timely and 
accurate handling of vendor invoices and customer billing 

• Generate invoices for boat sales and reimbursable expenses; prepare final boat sale invoices and 
bills of sale 

• Track and collect rental payments and other receivables 
• Coordinate and prepare bank deposits 
• Process payroll and administer employee benefits  
• Maintain vendor files, W-9s, and 1099 tracking 
• Prepare and post journal entries as assigned 
• Reconcile bank accounts, credit cards, and general ledger accounts 
• Assist with month-end and year-end closing processes 
• Compile supporting documentation for monthly and quarterly financial reports 
• Support annual budget tracking and variance reporting 
• Track restricted funds in coordination with the CFO and leadership team; assist in monitoring 

restrictions and preparing recommendations for fund releases 
• Serve as point of contact for vendors and customers to resolve billing and payment discrepancies  
• Support internal and external audits  
• Contribute to improving internal systems and financial processes 

 

Administrative & Compliance Support 
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• Track and manage annual state and regulatory filings; prepare or coordinate completion as 
needed 

• Maintain business licenses, registrations, and nonprofit compliance documentation 
• Assist with grant reporting by compiling financial data and documentation 
• Maintain organized digital filing systems and shared financial records 
• Coordinate documentation related to insurance, contracts, and leases as needed 

 
 
Key Qualifications 

• Minimum 1–2 years of experience in bookkeeping, accounting support, payroll, or administrative 
operations 

• Experience with accounting software (QuickBooks/ Ramp or similar strongly preferred) 
• Proficiency in Microsoft Office  
• Experience processing payroll and administering benefits preferred 
• Familiarity with nonprofit accounting, restricted funds, or grant reporting is a plus 
• Strong attention to detail and high level of accuracy 
• Strong organizational and communication skills 
• Ability to handle confidential financial and personnel information with discretion 
• Self-directed, dependable, and comfortable working in a small team environment  

 
Education: Degree not required. 1-2 years of relevant work experience, training, or demonstrated 
competency in bookkeeping/accounting is preferred. 
 

Compensation & Benefits: 

Compensation: $25.00-$28.00 per hour 

• Accrued Paid & Sick Time Off 
• Holidays 

 
Start Date and Location:  Port Hadlock, WA 98339.  Applications are open and will be accepted until the 
position is filled. 

 
To Apply: Please send your resume and cover letter in a single PDF to jobs@nwswb.edu 


