
Finance and Circulation Coordinator

Arlington Magazine explores and celebrates life in Arlington, McLean and Falls Church, Virginia.

Published six times a year, Arlington Magazine brings the editorial and design standards of a national

magazine to the community, while covering the lives and lifestyles of local

residents. ArlingtonMagazine.com is the online lifestyle destination for the communities we serve.

Arlington Magazine is seeking an experienced candidate to serve as its finance and circulation

coordinator. She/he will be responsible for managing accounts receivable, accounts payable, financial

reporting, new magazine subscriptions and renewals, circulation reporting, print orders, and bulk/retail

distribution. The position is 25 hours a week. Compensation and benefits are commensurate with

experience.

Responsibilities include:

● Manage accounts receivable and accounts payable.

● Ensure accuracy of financial reports (with a focus on accurate coding and timing of revenue and

expenses).

● Create and distribute financial reports on a regular basis (weekly cash/AR reports, bi-monthly

accrual and cash P&Ls, etc.)

● Responsible for monthly sales commissions reports and payments in coordination with

advertising operations role.

● Coordinate with external accountants on year-end financials and tax preparation.

● Execute magazine renewal series.

● Assist subscribers with missed deliveries, address changes and other needs.

● Create and distribute new sales and renewals reports.

● Prepare and coordinate the list order and circulation lists for the printer and magazine

distribution partner.

● Increase magazine’s point-of-sale presence in local stores.

Qualifications include:

● Experience with QuickBooks and Excel. Familiarity with fulfillment management software a plus.

● Experience with AR/AP and financial statements.

● Extraordinary attention to detail. Enjoys solving problems. Exhibits tenacity with judgment with

past-due clients.

● Excellent communicator, both verbally and in writing.

● Enjoys working independently and with a team.



● Strong professionalism, judgment and integrity.

Our company is virtual. Candidates must value a teleworking environment and be self-starters.

Arlington Magazine is an equal opportunity employer. We celebrate and value diversity, and we do not

discriminate on the basis of race, religion, color, national origin, gender, sexual orientation, age, marital

status, veteran status or disability status.

If you would like to join our team, please send your resume and cover letter to

advertising@arlingtonmagazine.com with “Finance and Circulation Manager” in the subject line. No

phone calls, please.
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