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POSITION: General Accounting Clerk 
REPORTS TO: Finance Controller 
DEPARTMENT: Finance 
STATUS: Exempt 

 

POSITION OVERVIEW 

We are seeking a highly motivated, independent contributor to join our growing organization to 
provide on-site support as a General Accounting Clerk.  Your role will be to perform a range of 
general clerical, accounting, bookkeeping, research activities, as well as the resolution of 
discrepancies related to any of the tasks to ensure proper financial and accounting approach in 
our organization and thus contribute to the company’s profitable growth. 
 
At TwinStrand we value collaboration, thought partnership and scientific rigor. As a member of 
our Finance team you will have direct interaction with all other departments and will have an 
opportunity to participate in shaping our processes, culture and fiscally sound decision making 
and operational practices.   
 
Success in this role will require exceptional organizational skills, attention to detail, discretion, 
diplomacy and a commitment to excellence to handle the day-to-day financial duties while 
ensuring impeccable communication and timely execution.  

RESPONSIBILITIES 

• Update and maintain accounting journals, ledgers and other records detailing financial 
business transactions (e.g., disbursements, expense vouchers, receipts, accounts 
payable). Enter data into computer system using defined computer programs/systems 

• Reconcile processed work by verifying entries and comparing system reports to 
balances. Charge expenses to accounts and cost centers by analyzing invoice/expense 
reports; recording entries. 

• Pay vendors by monitoring discount and tax advantaged opportunities; verifying federal 
id numbers; scheduling and preparing payments; resolving purchase order, contract, 
invoice, or payment discrepancies and documentation; insuring credit is received for 
outstanding memos; issuing stop-payments or purchase order amendments. 

• Pay employee reimbursements by receiving and verifying expense reports and 
requests for advances; preparing checks. 

• Verify vendor accounts by reconciling monthly statements and related transactions. 
Maintain historical records by scanning and filing documents. 

• Investigate questionable data and recommend actions to resolve discrepancies. 
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• Report sales taxes by calculating requirements on paid invoices. Protect organization's 
value by keeping information confidential. 

• Compile data and prepare a variety of reports to support financial reviews and decision 
making. 

EXPERIENCE AND CAPABILITIES:  

• Bachelor or Associate degree in Business, Finance, or Accounting.  
• Minimum of three years of experience managing accounts payable activities. 
• Knowledge of generally accepted accounting and bookkeeping principles and 

procedures. 
• Self-starter with the proven ability to work independently and quickly learn new skills. 
• Proficient in a variety of office software (email tools, spreadsheets, databases, 

accounting software such as QuickBooks and ERP systems a plus). 
• Outstanding track record of successful teamwork with excellent interpersonal and 

communication skills. 
• Ability to multi-task while maintaining excellent attention to detail. 
• Prior biotech experience, particularly at a startup, highly desirable. 

PHYSICAL AND TRAVEL REQUIREMENTS 

• Prolonged periods sitting at a desk and working on a computer. 
• No travel is anticipated for this position. 

OUTSTANDING CANDIDATES WILL 

• Value and demonstrate intellectual curiosity and an ability to apply critical thinking and 
initiative to drive for tangible positive business and financial outcomes.  

• Have a proven ability to be flexible, creative, diplomatic and work in a fast-paced, high-
growth environment with multiple teams and ambitious timelines. 

• Genuinely celebrate the achievements of customers and colleagues and take pride in a 
culture of setting others up for success. 

WHAT WE OFFER 

• A mission to be proud of. You will help to provide access to a technology with 
unprecedented sensitivity that makes it possible to solve previously unsolvable scientific 
problems in basic research and translational medicine, with direct and immediate 
benefits to human health. 

• Beautiful new waterfront facility overlooking Puget Sound, centrally located in downtown 
Seattle  

• Competitive compensation and equity incentive plan. 
• Comprehensive benefits: medical, dental and vision benefits for employees and 

dependents, sponsored life, short and long-term disability insurance, and 401(k) 
retirement savings plan. 

• Subsidized transportation program: parking, bus, ferry, rideshare and more. 
• Onsite gym, showers, bike storage. 
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• Social events, weekly happy hours, well-stocked kitchen 
• Recognition that outside life exists and is important, that flexibility is needed for family 

and that work can often be effectively carried out remotely. 
• Casual, but high-performing work environment. 

Interested applicants should send a CV and a cover letter to 
careers@twinstrandbio.com 

ABOUT TWINSTRAND BIOSCIENCES 

We are a vibrant, young company committed to applying a powerful new genomic technology 
across disciplines to improve human health and accelerate scientific discovery. Our mission is to 
develop and deliver the unprecedented accuracy of Duplex Sequencing™ for applications in the 
life sciences and medicine where it can do the greatest good for the maximum number of people.  

Our business is multifaceted and encompasses internal development projects, external 
collaborations, and empowering of our partner organizations and customers. Our mission is 
strongly rooted in academic principles of responsible citizenship within the broader scientific 
community, yet executed with the nimbleness of a startup, such that research can be rapidly 
translated into solutions that benefit the scientific and medical community. To the greatest extent 
possible, we strive for open sharing of knowledge and discovery through academic presentations 
and peer-reviewed publications. 

At TwinStrand we put a premium on creativity, dynamic thinking and a rigorous scientific 
approach. You will be challenged to push the boundaries of your knowledge, skills and comfort 
zone and to take ownership of your area of expertise. We expect all team members to take on 
some form of leadership role over time and mentor new team members as we continue to expand. 
We want every member of our community to come to work excited each day and able to take 
pride in the high-quality science to improve human health that they are contributing to. 

TwinStrand Biosciences is an equal opportunity employer. We celebrate diversity and are 
committed to creating an inclusive environment for all employees. 
  


