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Part-Time Bookkeeper/Office Manager  
 
Silkroad seeks a Part-time (2-3 days/week) bookkeeper for its location in 
Cambridge, MA. 
 
Key Responsibilities: 

• Reports directly to the Finance Director 
• Enter in A/R & A/P 

Download transactions from financial institutions and match transactions. 
• Assist with month-end close 
• Assist with general admin functions 
• Work with Harvard Real Estate for building maintenance 

 
Required Experience:  

• 1-3yrs  
• Knowledge of both non-profit cash and accrual accounting 
• Experience with cloud-based accounting software preferred (Accounting 

Seed / Salesforce a plus) 
• Be comfortable using screen share software such as logmein. 
• Proficiency using Excel & Google Drive 

 
Salary: 
Competitive and Commensurate with experience 
 
How To Apply:  
Please submit a cover letter, resume, and list of three references to 
jobs@silkroad.org.  
 
Apply by: 
Friday, March 8, 2019   
 
 
Organizational Overview:  
 
Yo-Yo Ma conceived Silkroad in 1998 as a reminder that even as rapid globalization 
resulted in division, it brought extraordinary possibilities for working together. 
Seeking to understand this dynamic, he began to learn about the historical Silk 
Road, recognizing in it a model for productive cultural collaboration, for the 
exchange of ideas and tradition alongside commerce and innovation. And in a 
radical experiment, he brought together musicians from the lands of the Silk Road 
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to co-create a new artistic idiom, a musical language founded in difference, a 
metaphor for the benefits of a more connected world.  
  
Today, Silkroad seeks and practices radical cultural collaboration in many forms, 
creating and presenting new music, teacher and musician training workshops, and 
residency programs in schools, museums, and communities. Recently, Silkroad 
completed a Theory of Change strategy with key organizational initiatives 
launching in 2019. With an annual budget of ~4 Million and offices in Cambridge, 
Massachusetts, Silkroad has a full-time staff of six, three co-artistic directors 
(CADS), and a larger roster of artists, supported by consultants.  
 
 
 


