
Part-Time Accountant (~20 Hours/Week) 
Inprint - Houston, Texas 
Reports To: Executive Director 
Schedule: Approximately 20 hours per week (flexible schedule) 
Compensation: $32–36/hour, depending on experience and qualifications 

 
About Inprint 
 
Founded in 1983, Inprint is Houston’s premier literary arts nonprofit organization. Through 
nationally recognized reading series, writing workshops, fellowships, literary prizes, and community 
engagement programs, Inprint supports writers, readers, and literary culture throughout Houston 
and beyond. 
 
Inprint is a small, collaborative team committed to thoughtful stewardship, operational excellence, 
and supporting one of the nation's leading literary communities.

 
The Opportunity 
 
The Part-Time Accountant will serve as Inprint's primary accounting professional, helping ensure 
accurate financial reporting, strong internal controls, and well-organized financial operations. 
Working closely with the Executive Director and staff, the Accountant will support established 
financial workflows while helping strengthen the financial systems that support Inprint's mission. 

 
What You’ll Do 
 
Accounting & Financial Operations 

• Maintain QuickBooks and accurate organizational financial records  

• Process accounts payable, reimbursements, contractor payments, honoraria, fellowship 
payments, and other approved transactions  

• Review, code, and record financial activity  

• Reconcile bank accounts, credit cards, and other financial transactions  

• Maintain vendor records, payment documentation, and supporting financial files 
 
Financial Reporting & Compliance 

• Prepare monthly financial statements, budget-to-actual reports, and supporting schedules 
• Support annual budgeting, audit preparation, and IRS Form 990. 
• Coordinate with external auditors, tax preparers, payroll providers, and financial vendors  

 
Revenue & Fund Accounting 

• Record contributions, grants, sponsorships, workshop revenue, and event income  
• Maintain accounting records for restricted, unrestricted, and endowment funds.  
• Track endowment balances, quarterly investment activity, and fellowship distributions  

 
Systems & Collaboration 

• Help strengthen financial workflows, internal controls, and organizational systems 
• Collaborate with staff to improve financial processes and documentation  

https://inprinthouston.org/


• Contribute to the ongoing improvement of financial workflows, reporting, and 
organizational systems.

 
Qualifications 
Required 

• Bachelor's degree in Accounting, Finance, Business Administration, or equivalent 
professional experience  

• Three to five years of accounting experience  
• Proficiency with QuickBooks  
• Experience preparing financial reports and account reconciliations  
• Strong organizational skills and attention to detail  
• Excellent written and verbal communication skills  
• Ability to manage multiple priorities independently while working collaboratively  
• High level of professionalism, discretion, and integrity  

 
Preferred 

• Nonprofit accounting experience  
• Experience with restricted funds, grant accounting, or endowment accounting  
• Experience supporting annual audits and Form 990 preparation  
• Familiarity with payroll and contractor payment systems 

 
Ideal Candidate 
 
We're looking for someone who enjoys bringing order to financial information and takes pride in 
accurate, dependable work. 
 
The ideal candidate is collaborative, organized, and comfortable working independently. They enjoy 
improving systems, communicating clearly, and helping a mission-driven organization build strong 
financial practices. 

 
To Apply 
Please email the following to hr@inprint.org.  

• A résumé, including any relevant professional certifications 
• A brief cover letter describing your interest in the position, your relevant accounting 

experience, and (if applicable) an example of a financial process or workflow you've helped 
improve. 

• Three professional references (references will be contacted only for finalists) 
 
Applications will be reviewed on a rolling basis until the position is filled. No phone calls please. 

mailto:hr@inprint.org

