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          JOB DESCRIPTION FORM

	Job Title:
	Sr. VP, Finance

	Department:
	Finance

	Revision Date:
	1/28/16

	Completed By:
	Danielle Hartman

	Approved By:
	


	HR Use Only

	Job Code:
	

	FLSA Status:
	

	EEO Classification:
	

	Salary Range:
	


1. Job Summary (In one or two sentences, give a high-level overview of the job):
	This position is responsible for the integrity and accountability of the financial statements for the agency.  The CFO will provide financial analysis to shape the strategic direction of the organization and oversee the activities of the finance department, front office and I/T Director.  This person will work closely with the President and CEO, the Board of Directors and the Treasurer.



2. Job Responsibilities/Essential Job Functions
     (Please indicate the approximate percentage of time spent on each function):
	· Financial Analysis and Evaluation (30%)
· Forecasting and Cash Management (20%)

· Internal Controls and Compliance (20%)

· Manage Receivables (10%)

· Operations (20%)
 


3. Position-specific decision-making authority (Circle/Highlight one):
a. Level of Autonomy
	1.
	Direct Supervision
	Manager provides hands-on guidance and leadership on the majority of job duties.  Incumbent follows specific, detailed instructions or operating procedures.  Tasks are routine in nature.  Solves problems of limited scope and complexity.

	2.
	General Supervision
	Manager provides limited hands-on guidance and leadership. Incumbent makes decisions within scope of current policies/procedures.  Work is reviewed by supervisor for soundness of overall accuracy and adequacy.  Develops solutions to moderately complex problems.  Approvals obtained when practices or procedures do not exist of for deviations of them.

	3.
	General Direction
	Manager provides overview of end result; work is completed unsupervised.  Incumbent uses independent judgment and discretion to accomplish tasks.  Plans/schedules/arranges own activities.  Has considerable latitude of discretion and judgment within scope of position.  Develops solutions to complex problems.

	4.
	Independent
	Incumbent acts independently in making decisions about accomplishment of tasks and the end results based on understanding/interpretation of goals/policies/procedures. Generally has full latitude of discretion and judgment on job related matters of significance to the organization.


	Yes
	No


b. Budgetary or financial accountability (Circle/Highlight one):
	Yes
	 No


c. Supervises other employees (Circle/Highlight one):
4. Business Travel (Circle/Highlight one):  <5%, 25%, 50%, 75%, 100%
5. Preferred Education:
	Master in Accounting, Finance or related degree, CPA preferred



6. Required Work Experience:

	Minimum of 10 years working in accounting/finance preferred, particularly with non-profit organizations



7. Job Specific Knowledge/Skills/Certifications (list all that are applicable):
	Proficient with financial edge (Blackbaud) or equivalent accounting software.  Must have experience in public speaking and possess strong written and verbal communication skills.
CPA License



8. Physical Demands (e.g. ability to lift boxes of a certain weight, long hours standing):
	none



9.  Other Job Related Requirements (e.g. ability to work extended hours):
	Ability to work extended hours including some weekends and evenings
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