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TITLE:  Finance Officer
REPORTS TO: Executive Director
POSITION DESCRIPTION
This position works under the supervision of the Executive Director and is responsible for the day-to-day maintenance of the financial records, including: recording financial transactions, accounts payable/receivable, reconciling bank statements, processing grants, and assisting with completion of annual tax forms with leadership from our CPA firm.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Financial records:

· Prepare, record and process accounts receivable and payable, invoices, expense coding and data entry

· Accurately assist in processing checks and credit cards gifts

· Perform monthly bank and investment reconciliations
· Produce monthly financial reports to Board of Trustees

· Maintain gift, grant and scholarship records through data entry, tracking and reporting of grants and proposals in the Foundation’s database for distribution and recording.
· Work with Foundation’s CPA firm on preparation for the annual 990, audit and periodic reports

· Answer staff requests for financial information as needed

· Assist in donor customer service activities

· Perform special projects and duties as assigned
INTERPERSONAL SKILLS

· Integrity/judgment/discretion
· Highly organized and attentive to detail. A dedication to quality and accuracy
· Strong work ethic
· Good oral and written communication skills
· An ability to use computer software including, but not limited to word-processing, e-mail, spreadsheets, databases, 
· Positive attitude and self-starter who fulfills job requirements with minimal supervision
· Sensitive to donor needs and wishes at all times
· Maintains confidentiality and donor privacy
EDUCATION AND EXPERIENCE

Bachelor’s or Associates degree with at least one year of accounting experience required
Experience with accounting software required
Experience in working with nonprofit organizations helpful
Knowledge and use of Microsoft Office applications. 
SPECIFICS
Salary:  
Commensurate with experience
Hours:

Part-time, 15 hours per week, flexible schedule; vacation time; 401K match
Training:
Training specific to Community Foundation policies and procedures will be provided.  

EOE.

