
 
 

Title:  Director of Finance  

Classification: FT, salaried, exempt 

Summary: A professional position responsible for the financial operation of the agency which 

includes preparation of financial statements, budget development and monitoring and grant 

financial development, reporting and billing.  In addition, manages agency contracts and 

vendors.    

 

Required Experience Qualifications:  

 BA/BS in accounting or finance required, CPA preferred.  5 years’ experience in finance 

field preferred 2 of which should be at the senior level; some non-profit accounting 

experience preferred   

Skills and Knowledge Required 

 Professional demeanor with concern for strong financial integrity 

 Excellent customer service skills and attention to detail 

 Experience in preparing financial projections 

 Extensive knowledge of Generally Accepted Accounting Principles (GAAP) with 

demonstrated work experience 

 Demonstrated ability to develop procedures and practices for increased efficiency while 

maintaining overall accuracy and improving productivity among staff 

 Demonstrated experience, comfort and skill in organizing and presenting financial 

information in understandable format 

 Demonstrated experience working with financial software applications 

 Strong analytical and problem solving skills 

 Well organized, detail oriented, and good time management skills 

 Strong interpersonal, oral and written communication skills 

 Develop and maintain cooperative relationships with staff, organizations, businesses and the 

community-at-large 

Duties and Responsibilities: 

 Responsible for invoice processing functions of the agency by performing the following 

functions: maintenance of vendors in accounting system, preparing invoices for payment, 

printing of checks, obtaining authorized signatures and mailing payments to vendors. 

Follows up with vendors on price quotes, equipment, discrepancies on invoices, etc.  

 Maintains and processes payroll information for employees including managing the time 

card approval process, importing time and verifying the payroll grid, interacting with 

payroll company representative regarding payroll updates and payroll processing, and 

posting of payroll journal entries into accounting system.  

 Processes Simple IRA for payment.  

 Copies all checks received by the agency and prepares bank deposits according to agency 

policy.  Enters deposit information into the accounting system.  Processes credit card fees 



and donations according to policy, enters information into the accounting system and for 

donations, enters information into donor tracking system.  

 Prepares monthly financial statements, journal entries and bank reconciliations.  

 Prepares and presents monthly cash flow projections and develops financial strategies 

that interpret operating results as they affect the financial aspects of the agency. Presents 

recommendations for cost reductions, and/or profit improvement and cash management.  

 Collaborates with the Executive Director in developing the agency’s annual operating 

budget using input from agency personnel and funding sources.  

 Prepares the monthly financial variance reports, evaluates the changing fiscal conditions 

and provides all necessary information to the Management Team and members of the 

Finance Committee and the Board of Directors to make fiscal decisions regarding the 

agency.  

 Oversees the agency’s investment accounts, including the posting of transactions to 

record dividends and unrealized/realized gain/losses.  

 Prepares all financial reports required by funding sources. Ensures compliance with 

government contracts related to financial report submission and billing.  Works to make 

sure support/revenue is maximized up to the awarded funding levels for all contracts.  

Responsible for copying all grant documentation for billing.  Maintains volunteer hours 

based on information provided by agency personnel.  

 Prepares the financial information for all grant and contract applications.  

 Prepares for and serves as the lead for all internal and external finance audits.  

 Manages representative payee accounts for the agency.  

 Maintains asset inventory for the agency, including a master list of key owners. 

 Establishes and maintains effective and professional working relationships with 

coworkers, volunteers, interns, donors, board members, vendors, funders, etc.  

 Participates actively in agency meetings and functions.  

 Participates actively in supervision, keeping supervisor informed of challenging and/or 

ongoing issues.  Provides a weekly financial management briefing.  

 Demonstrates awareness of agency programs, program goals, actively promotes 

teamwork, collaboration and cohesiveness.  

 Provides oversight for the annual United Way campaign.  

 Provides supervision to finance department volunteers and interns.  

 Participates in hiring process for team members as needed.  

 Performs other duties as assigned/as needed.  

Reports to: Executive Director 

Travel:  local travel and possible travel out of town; proof of insurance required 

Salary Range:  $50,000-$65,000 commensurate with experience 

Hours:  FT 


