
 

 
 
Finance Assistant 
  
BTCF seeks a motivated, fast learner to join our talented Finance Team.  
The Finance Assistant supports the smooth operations of the foundation 
through accurate recording and documenting of financial transactions, 
 analysis of records, completion of surveys and financial reporting, and 
taking on special projects that support our financial operations.  
 
We are looking for someone with a positive attitude, some experience, and  
a desire to learn and improve our processes.  
 

• 37.5 hours per week 
• Accounting or financial experience desired  
• Detail-oriented and accurate 
• Annual pay: $42 – 47K, plus generous benefits 
• Primarily in-person with some remote work  
• Training and professional development provided 

 
  
Work activities to include: 
 

• Process grants and accounts payable transactions weekly.  
• Prepares daily gift deposits and assists with identification of 

donors. 
• Manage monthly credit card payment process. 
• Perform account analysis and reconciliation and journal entries. 
• Perform due diligence on grants to individuals, run checks, 

processes grants between foundation funds  
• Review and post Stock gifts and wires with information from Bank 

custodian. 
•  Assist in preparing capital calls and other investment documents 

for approval.  
• Assists with preparation of materials for the annual audit and 990 

tax filing  
• Complete surveys and maintain dashboard reports. 
• Help maintain department projects, timelines compliance check 

list  
• Other support as needed. 

 
  
  
Visit https://berkshiretaconic.org/about/careers to learn more. 
To apply, please send letter and resume to:  
 
Brenda Trierweiler, Controller 
BTrierweiler@berkshiretaconic.org  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