Ruth & Norman Rales Jewish Family Service

Job Description

Job Title:

Director of Finance
Department:

Administration

Supervisor:

President & CEO

Classification:
Full-time, Exempt

Approved By:
President & CEO

Purpose of Position
This position is responsible for the integrity and accuracy of the financial statements for Ruth Rales Jewish Family Service.  The Director will work with the President & CEO, the Board appointed Treasurer, and individual Department Heads to provide analysis to shape the strategic direction of the organization.  The Director of Finance will also manage and direct an Assistant Controller, grant accountant and Billing Manager.  This position reports to the President & CEO.

Job Responsibilities:
Financial Analysis and Evaluation:  
· Provide management with analysis and evaluation of financial operational data and information to make sound and timely managerial decisions. 

· Provide timely and accurate analysis of budgets, financial reports and financial trends in order to assist the President & CEO and the Treasurer.

· Prepare monthly financial statement packet for Treasurer to present at Board meetings. 

· Prepare budget packet for Treasurer to present at annual Board meeting.

· Prepare P&A allocation packet for Treasurer to present to funder.
· Prepare financial quarterly reports for funders as needed.

 Forecasting and Cash Management:  
· Ensure optimum utilization of financial resources through sound forecasting and cash management. 

· Develop a reliable cash flow projection process and reporting mechanism that includes full P&L analysis for each program.  Coordinates preparation of the annual budget process and capital budget projections. 

· Responsible for the processing and accuracy of all payables.

· Works with the grant account to accurately manage and report financial information related to grants received by the agency as required by the funder(s).

 Internal Controls and Compliance:  
· Protect division assets and ensure compliance with sound accounting procedures. 

· Ensure the maintenance of effective internal controls in order to guarantee the protection of assets and the reliability of financial statements. 

· Ensure compliance with GAAP and Sarbanes Oxley Controls internal audit standards.  

· Works with auditors to ensure annual audit is completed in a timely fashion.
· Works with insurance agents to ensure the agency has adequate insurance coverage.  
· Attends and participates in meetings with senior management and Board Committees.
· Prepares information necessary for special projects as deemed necessary by the President and CEO and Board Members of the agency when applicable.
· Maintain and periodically review the agency’s Policy & Procedure Manual related to the department.
· Ensures compliance to maintain accreditation with external agencies.
· Works with funder’s auditors to ensure all audits are performed in a timely fashion.
Manage Receivables:  
· Provide direction for accounts receivable follow up. 

· Oversee the billing and insertion order process, assuring accuracy compliance within acceptable limits. 

· Overseas the Billing Manager to ensure timely receipt of reimbursements from insurance agencies and clients.

· Works with Front Desk staff and /or President & CEO to accurately record donor pledges and receipts in organization donor database and Financial Edge.
Standards for Measuring Performance:

· Ability to multi-task and effective prioritization skills. 
· Self-starting ability; requires minimal direction with job related activities.
· Willingness to experiment and generate original ideas.
· Meets all deadlines.
· Develops procedures and practices that improve the efficiency and effectiveness of the agency.
· Influences others to perform tasks in an appropriate manner; tries to positively influence morale and attitudes.
· Anticipates problems; identifies procedural shortfalls; recommends improvements; recognizes future needs for the agency.
· Willing to see a task through to completion even if it means some sacrifice (i.e. working additional hours).
· Excellent verbal and written communication skills.
· Demonstrates good judgment.
· Assists in creating a culturally competent environment.

Education/Experience 
· Bachelor’s degree or higher in Accounting

· Current licensure as a Certified Public Accountant (CPA) Preferred.
· Proficient PC skills including Microsoft Excel, Financial Edge or similar reporting software 

· Minimum 5 years of managing accounting/finance staff preferred

Physical Requirements:

· An ability to sit for long periods of time.
· Ability to drive to agency meetings/functions.

Language/Mathematical Skills & Reasoning Ability

· Must speak English
· Ability to comprehend and interpret documents such as safety rules, operating and maintenance instructions and policy and procedure manuals.
· Ability to prepare routine reports and correspondence
· Ability to communicate effectively with employees/clients of the organization.
· Must possess strong alphabetical and chronological skills.
· Ability to add, subtracts, multiply and divide in all units of measure using whole numbers, common fractions and decimals.  Have advanced knowledge in mathematics.
· Ability to apply common sense understanding to carry our instructions in written, oral or diagram form.
· Ability to deal with problems involving variables in standardized situations

Office Hours:

· Monday through Thursday 9:00am to 5:00pm; Friday 8:30am through 4:30pm
· Additional hours as needed to complete various tasks.
I have read and understand the information contained in this Job Description.
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