
RECREATIONAL BOATING AND FISHING FOUNDATION 
POSITION DESCRIPTION 

 

 
Title: Staff Accountant/Subgrants Administrator 
 
Reports to: Sr. Vice President, Finance & Administration 
 

The Recreational Boating & Fishing Foundation  (RBFF) is looking for a Staff 
Accountant/Subgrants Administrator to join its team in Alexandria, VA. We’re looking for a 
goal-oriented, team player who can come in and contribute immediately to our Finance and 
Administration Department, while also managing existing grant programs.  
 
The ideal candidate will have prior experience with accounting functions, and a working 
knowledge of grants management. The Staff Accountant/Subgrants Administrator must be an 
organized multitasker able to handle many diverse projects at once and meet tight deadlines.  
 
As the only organization dedicated to growing U.S. participation in recreational boating and fishing 
and supporting the aquatic conservation programs that rely on it, RBFF manages the award-

winning Take Me Fishing™ and Vamos a Pescar™  brand campaigns. Our work includes 
advertising, marketing, public relations and social media to get the word out about our digital 
resources, where consumers can learn, plan and equip for a successful day on the water. If you 
are a resilient, customer-service oriented person and a quick learner who enjoys working in a 
small group setting, and you are in search of a job that promotes fun, quality time with friends and 
family, and conservation, we’d love to have you on board! We’ll even invite you to go fishing with 
us each summer. 
 
Job Summary: The Staff Accountant/Subgrants Administrator will support the Sr. VP of Finance 
& Administration in RBFF’s daily financial operations, responsible for multiple accounting 
functions as part of an RBFF staff committed to a collaborative, collegial, team-based approach.  
 
In addition, in cooperation with the State R3 Program Director, this position will manage all RBFF 
administrative functions and processes related to the solicitation of proposals, selection of 
awardees and grantee reporting for a portfolio of grants awarded annually by RBFF. 
  
Duties and Responsibilities:  

 
Accounting functions 

• Assists in the management of payroll.  

• Manages Accounts Payable.  

• Processes check requests from staff and vendors, ensuring accuracy of coding. 

• Assists in preparation and coordination for RBFF’s annual audit. 

• Assists in monthly closing. 

• Other duties as assigned. 
 
Grants management 

• Manages and oversees all aspects of RBFF’s two grant programs, including but not limited 
to solicitation, selection, coordination, monitoring and evaluation. 

• Assures compliance with requirements of grants, including applications and reports. 

• Coordinates reporting functions with grantees. 

• Prepares periodic reports for staff and management. 
 

 

http://www.takemefishing.org/corporate
http://www.takemefishing.org/
http://www.takemefishing.org/
http://www.vamosapescar.org/
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Qualifications and Education: 
 
Functional work experience and education 

• Associates degree, Bachelor’s preferred in one or more of the following: financial 
management, accounting or business management, or comparable combination of 
knowledge, skills, and abilities. 

• Experience in managing accounting and finance functions for not-for-profit organizations and 
related audit requirements. 

• Basic knowledge of accounting software. 

• Progressively responsible experience in managing grants. 

• Strong MS Office skills, with proficiency in Excel. 
 

 
Ability to thrive in RBFF’s environment  

• Evidence of ability to multi-task and simultaneously manage a series of often complex projects 
with proven attention to detail. 

• Demonstrated ability to manage time effectively, meet deadlines and focus on priorities. 

• Demonstrated capabilities as a team member committed to inclusive and collaborative 
management in a small office environment. 

• Commitment to RBFF’s boating and fishing participation and aquatic stewardship mission. 

• RBFF requires that all staff be fully vaccinated against COVID-19. The successful candidate 
will need to submit verification of vaccination or have a valid religious or medical reason not 
to be vaccinated. 

 
 

As an RBFF team member, you will receive a competitive salary; full benefits package including 
401k, performance-based bonuses, medical, dental, vision, long- and short-term-disability, life 
and AD&D insurance. If you are an outstanding Staff Accountant with a solid background, we 

want you on board! Please send your resume to hr@rbff.org with your salary requirements, and 
reference Staff Accountant/Subgrants Administrator in the subject line. No phone calls please. 
Currently, RBFF’s schedule consists of three remote days and two onsite days, subject to change 
as conditions warrant. All employees must be up to date with current CDC vaccination 
recommendations or attest to a medical or religious exception. 

mailto:hr@rbff.org

