
 

Baltimore Development Corporation | 36 S. Charles Street, Suite 2100, Baltimore, MD 21201 

www.BaltimoreDevelopment.com | (410) 837-9305 

Accounting Manager 

Reports to:  Vice President, Finance  

Team: Finance  

Status: Full-Time, Exempt  

Location: Baltimore, MD (in-office)    

Salary Range: $105,000 - $125,000 
 

 

About the Baltimore Development Corporation  

 

Our Mission  

The BDC is the leading economic development organization for the City of Baltimore. Our mission is to grow 

the city’s economy in an inclusive manner by retaining, expanding, and attracting businesses, and promoting 
investments, thereby increasing career opportunities and wealth creation for residents.  

Our Commitment  

The BDC is committed to a more equitable economy by supporting people of color and women owned 
businesses. We promote investments in Baltimore businesses and entrepreneurs that have been negatively 

impacted by institutional, structural, and systemic racism. We develop and implement strategies, and 

facilitate collaboration among our partners, to intentionally create an inclusive and equitable economy for all 
Baltimore businesses.  

Our Values  

• Excellence. We hold ourselves to the highest professional, ethical, and legal standard in everything we 

do.  

• Accountability. We own our commitments and our outcomes. We learn from our failures and evolve to 

better serve Baltimore.  

• Collaboration. We succeed as one team across every unit — assuming the best and exercising the 

highest professional respect for our colleagues.  

• Urgency. Baltimore can’t wait — and neither will we. Years of disinvestment don’t fix themselves, so we 

don’t do “eventually.”  

• Community. Every decision starts with the businesses we serve. We don’t make decisions about 

businesses; we make decisions with them.  

• Fun. We celebrate our successes and each other. We maintain balance and pursue joy in our work.  
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Strategic Context  
 

2026 marks the final year of Baltimore Together, the City’s comprehensive economic development strategy 
(CEDS). Going forward, BDC’s work is organized around the Mayor’s five strategic pillars, which serve as the 

agency’s primary organizational strategy and guidance. This role advances Pillar 05 (Fiscal Strength) by leading 

BDC’s full capital access strategy — including the reactivation of the $9 million loan fund and a diversified 

grant and philanthropic pipeline — while driving Pillar 01 (Inclusive Prosperity) through financial inclusion 
work for historically underserved entrepreneurs.  

  

#  Pillar  Description  

01 Inclusive Prosperity Baltimore Together CEDS — close racial wealth gaps; 
BIPOC businesses as drivers of growth. 

02  Downtown & 
Neighborhoods  

Downtown RISE — a strong downtown and strong 
neighborhoods, with benefits flowing both ways.  

03  Housing & Vacancy  Reframe Baltimore — vacant properties becoming 
homes, businesses, and community assets.  

04  Business Climate  Bmore FAST — faster permits, fewer barriers, the 
region’s most investable city.  

05  Fiscal Strength  10-Year Financial Plan — lower property tax, a 
diversified base, and sustainable growth.  

 

Position Overview 
The City of Baltimore Development Corporation (BDC) is seeking an Accounting Manager who will perform 
a variety of accounting, finance, and administrative duties for BDC, the city's official economic 
development agency. Under the supervision of the VP of Finance, the Accounting Manager ensures the 
accuracy, integrity, and compliance of financial transactions and reporting, aligning with BDC's mission. The 
role requires proficiency in non-profit accounting principles, grant management, and a commitment to 
transparency and fiscal responsibility. 
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Reporting Relationship & Team Structure 
Reports to: Vice President, Finance 

Roles under this position with dotted line oversight: 

• Accounts Payable 

• Accounts Receivable 

• Coordinator/Procurement 

Key Responsibilities 

 

Financial Reporting & General Ledger 

• Prepare and process general ledger entries, reconcile various accounts to include bank 
reconciliations, and lead month-end and year-end closing processes. 

• Produce and review accurate and timely consolidated financial statements, reports, and budgets 
for BDC, including its subsidiaries. 

• Analyze financial data to provide insights and recommendations for strategic planning and 
decision-making. 

• Prepare and submit Sales and Use tax reports. 

• Prepare additional reporting as required by City, State, and Federal Agencies. 

• Assist with preparing Annual and Capital Budgets. 

• Apply advanced accounting knowledge, including experience with bond draws, and complex 
funding structures. 

Grant & Fund Accounting 

• Manage and track funds received from various grants, ensuring strict compliance with donor 
restrictions and grant requirements. 

• Allocate costs to appropriate programs, activities, and prepare grant-specific financial reports for 
funders 

Accounts Payable & Receivable 

• Assist with overseeing the accounts payable process, including invoice processing, vendor 
payments, and expense tracking. 

• Assist with overseeing the accounts receivable, ensuring timely collection of revenues. 
 

Compliance & Audits 
• Help establish SOPs that will monitor internal controls to safeguard the corporation's assets, 

prevent fraud, and ensure the accuracy of financial data. 

• Lead the coordination of annual external audits, providing accurate financial records and 
documentation. 

• Ensure compliance with all relevant tax laws and regulations for a non-profit organization. 
Including IRS Form 990 compliance and preparation, and federal/state regulations.  

Other Duties 
• Support payroll processing by monitoring payroll entries and cash flow management functions. 

• Work closely with off-site accountants to oversee City-owned property.  
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• Collaborate and maintain relationships with contractors to provide smooth tracking of expenditure 
and payments for projects. 

• Assist with tracking covenant compliance items to provide timely information  

• Maintain an efficient tracking system for all transactions to be reviewed and paid. 

• Prepare letters to coordinate information to and from Trustees. 

• Participate in City Events as needed. 

• Assist with ongoing system implementations. 

• Additional duties and projects may be assigned as needed.  
 

KNOWLEDGE, SKILLS AND ABILITIES 
• Strong analytical, critical thinking, and organizational skills. 

• Detail-oriented and highly accurate. 

• Proficiency with accounting software and Microsoft Excel skills to include Pivot Tables, Lookups, 
and IF functions. 

• Experience using NetSuite a plus but not required. 

• Excellent communication and teamwork skills. 

• Knowledge of federal and state financial regulations. 

• Ability to work independently. 

Key Performance Indicators 
Performance is assessed against the following indicators, reviewed quarterly and reset annually with the 
Vice President, Finance, and President & CEO. 

 

Performance Area Annual Target 

Year End Close Closed within the 25-day window after the fiscal 
year end 

Audit Prep Clean Audit 

Compliance Filings All 990 and Filings completed by deadlines 

Final Reconciliations Completed within the 25-day window after the 
fiscal year end 

 

Review schedule: Progress is tracked in regular one-on-ones, formalized through quarterly performance 
check-ins, and evaluated comprehensively in an annual review. 
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Required Qualifications 

• Bachelor’s degree in accounting, Finance, or a related field.  

• 5+ years’ accounting experience, preferably within a non-profit, government, or economic 
development environment. 

• Financial statements preparation and reporting experience required. 

• Knowledge of non-profit accounting principles, including fund accounting, preferred. 

• Experience with grant management is highly desirable. 

Office Environment 
BDC offers a collaborative, fast-paced, and mission-driven work environment in the heart of downtown 
Baltimore, with a modern, professional office setting.  

• Workplace Setting: The position requires presence in an office setting; employees are scheduled to 
work a 7.5-hour workday Monday through Friday, providing a total of 37.5 hours per work week. 
The BDC 7.5-hour workday plus one hour for lunch, begins between 7:00 am - 9:00 am and ends 
between 3:30 pm - 5:30 pm. Flexibility for occasional extended hours or weekend work may be 
required. 

•   Equipment Use: Proficiency in using standard office equipment such as computers, printers, copiers, 
and telecommunication devices is essential. 

• Rare evening and weekend work for special events and Board meetings. 

• Some travel within the Baltimore metropolitan area for community events and stakeholder 
meetings. 

• BDC’s offices are located at 36 S. Charles on the 21st and 20th floors and are accessed via elevators 
and emergency stairs. 

Physical Requirements 
This is a primarily sedentary role performed in an office environment. The employee must be able to 
perform the essential functions of the position, with or without reasonable accommodation. Duties may 
require remaining in a stationary position for extended periods; moving throughout the office and 
occasionally to offsite locations; operating computer equipment and standard office tools; handling 
documents and performing data-entry tasks; and occasionally lifting, carrying, or moving materials 
weighing up to 20 pounds. The role also requires the ability to effectively access written and electronic 
information and communicate with others in person and through telephone, video, and other electronic 
communication methods.  

Dress Code 

• Professional Attire: The candidate is expected to adhere to a professional dress code that reflects the 
organization's standards and presents a neat, clean, and business-like appearance. 

• Meetings and Events: For meetings with public officials, community leaders, or external partners, 
formal business attire may be required. 
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• Casual Days: On designated casual days, business casual attire is acceptable, provided it maintains a 
professional and respectful appearance. 

Salary & Benefits 
The salary range for this position is $105,000 - $125,000, commensurate with experience and 
qualifications. BDC offers a comprehensive benefits package, including health, dental, and vision coverage; 
retirement plan contributions; paid time off; and ongoing professional development opportunities. 

Application Process 
Interested candidates should submit a resume and a cover letter describing their qualifications and interest 
in the role to BDCCareers@baltimorecity.gov, with “Accounting Manager” in the subject heading. 
Applications will be reviewed on a rolling basis until the position is filled. 

The Baltimore Development Corporation is an equal opportunity employer. BDC does not and shall not discriminate on the basis of race, color, 
religion (creed), gender, gender expression, age, national origin (ancestry), disability, marital status, sexual orientation, or military status in 
any of its activities or operations. We are committed to building a diverse, equitable, and inclusive workplace and strongly encourage 
applications from candidates of all backgrounds. 


