
 

CAREER OPPORTUNITY  

 

TITLE:  STAFF ACCOUNTANT 

Department:  Finance 

Reports to:   Controller 

Location:  Dallas Arts District 

Availability:   Immediate 

 

Job Summary:  

Under general direction of the Controller, the Staff Accountant is responsible for a broad range of 

activities including payroll processing, fixed asset management and other supportive accounting 

functions. 

The Staff Accountant is a detail-oriented, highly-organized team player with excellent interpersonal skills 

that works seamlessly and efficiently with AT&T Performing Arts Center staff and with end users of the 

facilities.  Essential skills include the ability to thrive in a fast-paced, dynamic environment while 

maintaining a high level of professionalism.  

Key Areas of Responsibility: 

Payroll 

 Process semi-monthly salaried and bi-weekly hourly payrolls in a timely and accurate manner 

 Review computed wages and correct errors to ensure the accuracy of earnings, ensure that all changes 

to payroll are processed correctly 

 Enter payroll utilizing ADP electronic time and attendance software 

 Administer taxable fringe benefits i.e., group term life insurance, and HRA/FSA reporting 

 Maintain accurate payroll records 

 Communicate with the human resources to ensure the integrity of the payroll data including data 

related to new hires, terminations, benefit deductions and rate changes  

 Code health insurance premiums and LTD premiums; reconcile premiums to payroll records 



 

 Track average weekly hours worked by part-time employees to ensure compliance with part-time 

status 

 Research and resolve questions as they relate to the processing of payroll information 

 Answer inquiries regarding employment verification 

Accounting/Finance 

 Prepare and adjust journal entries for payroll accounts for month-end close 

 Prepare various payroll and management reports for various departments upon request 

 Perform monthly GL account reconciliations for balance sheet accounts 

 Analyze account reconciliations and make necessary correcting entries as necessary 

 Upload positive pay file to bank for all weekly and interim check runs 

 Electronically file monthly sales tax filing and remit payment via state comptroller’s portal 

 Maintain fixed asset module in Intacct and analyze work in progress account monthly to determine 

accurate timing of in-service dates for new fixed assets 

 Run depreciation posting utility monthly to record depreciation expense 

 Prepare depreciation schedules for annual audit 

 Assist in preparation of various PBC schedules for annual audit 

 Cross-train on accounts payable processing and serve as backup to accounts payable coordinator 

 Run GL for prior month to determine facility fees that can be wired to the facility fees bank account 

Qualifications: 

 Accounting degree 

 CPA a plus, Certified Payroll Professional preferred  

 3-5 years of accounting experience, 2-3 years of payroll experience, nonprofit knowledge a plus 

 Prior experience in payroll utilizing ADP or similar payroll processing system and time keeping 

systems required, Intacct and Nexonia experience is desirable 

 Knowledge of GAAP and application of accounting principles 

 Strong communication skills and comfortable interacting with team members at all levels of the 

organization, as well as outside of Finance 



 

AT&T Performing Arts Center is an equal opportunity employer and is committed to the belief that each 

individual is entitled to equal employment opportunity. 

 

For immediate consideration, send cover letter, resume and salary requirements. 

By E-mail:  careers@attpac.org 

By Mail:  Human Resources AT&T Performing Arts Center 

    700 North Pearl, Suite N1800 - Dallas, TX  75201 

 

ABOUT THE AT&T PERFORMING ARTS CENTER 

 

The AT&T Performing Arts Center is a nonprofit foundation that operates and programs a 10-acre 

campus comprised of three premier performance venues and a park in downtown Dallas. Audiences enjoy 

the best and most recent from Broadway; the finest dance companies from across the globe co-presented 

with TITAS/Dance Unbound; and top concerts, performers and cutting-edge speakers. Thousands of 

students explore and more deeply experience the arts through the Center’s education program, Open 

Stages. The Center also offers free programming for audiences from every part of the community. 

 

The Center’s mission is to provide a public gathering place that strengthens community and fosters 

creativity through the presentation of performing arts and arts education programs. 

The Center’s culture is to focus on the values that guide its people's actions. The Center’s Core Values 

are to passionately pursue our mission by being: 

Achievement Focused - Committed to the advancement and cultivation of the Performing Arts 
in Dallas 

Community Minded – Actively fostering and participating in meaningful community 
interactions 

Customer Service Driven – Dedicated to the service of internal and external constituents so 
that all want to return 

Flexible – Willing to change to achieve results 

The Center’s five resident companies are among the city’s leading arts institutions: Anita N. Martinez 

Ballet Folklorico, Dallas Black Dance Theatre, The Dallas Opera, Dallas Theater Center and Texas Ballet 

Theater. 

Designed by internationally acclaimed architects, the Center’s campus includes the Margot and Bill 

Winspear Opera House, Dee and Charles Wyly Theatre, Annette Strauss Square, and Elaine D. and 

Charles A. Sammons Park are some of the finest performance venues in the world. 
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