JOB OPENING

INTERVARSITY PRESS
Position Description

FRAMEWORK: Purpose of InterVarsity Press

As an extension of InterVarsity Christian Fellowship/USA,
InterVarsity Press serves those in the university, the church and the world,
By publishing resources that equip and encourage people
To follow Jesus as Savior and Lord in all of life.

JOB TITLE: Royalty Accountant

Supervised by: Accounting Manager

Supervises: Accounting Team Members on a project by project basis
Status: Fuli-time, Non-Exempt

PURPOSE:

To advance the purpose of InterVarsity Press, this position will serve authors by providing record
keeping and reporting for royalty transactions. This position will also serve customers and staff by
coordinating the entry and reconciliation of accounting information into the general ledger system.

MAJOR RESPONSIBILITIES:

Ensure accurate payment of author royalties by:

Reviewing and understanding the financial terms of individual royalty contracts

Entering royalty contracts into the accounting system

Calculating royalties payable on non-standard contracts

Reconciling Subsidiary records to the General Ledger

Preparing quarterly, semi-annual, and annual author statements for payment

Maintaining extensive records related to author book advances, including subaccounts for each
author and book, the reconciliation of advances to earnings, interim earnings estimates as
requested, and analysis of potential advance exposure on slow moving fitles

Preparing and entering related journal entries for royalty transactions

Preparing accounting analysis related to all royalty accounts

Responding to inquiries from authors, author agents and editors

Analyzing other accounts and handling other projects as assigned by the Accounting Manager
QOrganizing and maintaining records and files

Contribute to the effectiveness of the Accounting Team by:

e Assisting with the monthly and annual closings as required

e Responding to telephone, e-mail and other inquiries in a timely manner

» Co-Supervising VP Urbana accounting room operations, including advance planning, bank
coordination, security, personnel scheduling, current and post-event reporting, and other functions as
needed.

» Performing office and clerical functions o support own work and work of the team

e Assisting with other functions within the team as necessary



QUALIFICATIONS:

Annually affirm InterVarsity's Statement of Faith as a maturing disciple of Jesus Christ
Bachelor's degree, preferably in Accounting, or equivalent experience

Strong oral and written communication skills

Strong Microsoft Windows skills, especially Excel

Ability to work in a team environment

Ability to deal with financial and personnel information in a confidential manner

Ability to organize and pay attention to detail

Ability to work under pressure of deadlines, working overtime as needed

Flexibility to attend Urbana Student Missions Conference every three years, Dec. 26-Jan.1, and
National Staff Conference every three years (the year after Urbana), approximately Jan. 3-8

INTERVARSITY PRESS
430 Plaza Drive
Westmont, IL 60559

We are taking applications for this position as of August 2010
Direct inquiries to royaltyjob@ivpress.com

8/18/2010



