Job Description

Position:

Director of Finance

Reports To:

Executive Director

Classification:

Full-time, Regular, Exempt, S3 Responsibility Level

Compensation:
Eastside Domestic Violence Program offers a competitive starting salary, compensation benefits and ideal environment for professional and personal growth.

Start Date:
When filled

Eastside Domestic Violence Program (EDVP)’s Vision / Mission

Domestic violence is a human rights issue. EDVP envisions a world in which every person lives in a safe environment, free from oppression and with the opportunity to thrive. EDVP’s Mission is to end domestic violence by changing individual, institutional and societal beliefs, attitudes and behaviors that perpetuate it. To achieve this we will work with the community to:

· PROVIDE services in East and North King County to people, primarily women and children, who have experienced physical, emotional or sexual abuse;

· PREVENT domestic violence through advocacy, education and support.

OVERVIEW OF ORGANIZATION: 
EDVP was incorporated in 1982 by a group of dedicated volunteers in response to two local homicides. Volunteers began the organization with the crisis line and then added a support group. Since then, EDVP has grown to become one of Washington State’s largest domestic violence service providers with confidential emergency shelter, transitional shelter, children’s groups and education and training for the community.  Since 1982, Eastside Domestic Violence Program has provided safety, support and access to education and training to more than 110,000 victims and their children. The agency’s current annual budget is approximately $2.9 million and we employee approximately 40 staff members. EDVP is managed by 18 Board volunteers. 

OVERVIEW OF DEPARTMENT:  The Finance Department is a division of the Administrative Department.  The Finance Department handles all the financial aspects of the agency.  The department is Finance Director, Senior Staff Accountant, Finance/HR Manager, and a part time IT Help Desk.  The agency’s annual budget is $2.9 million with an approximate 35 employees.  60% of the annual budgeted revenue comes from government-funded contracts and United Way.  

OVERVIEW OF POSITION: The Finance Director is responsible for managing the full range of financial activities including budgeting, fiscal procedures, banking and investment accounts, payroll, accounts payable, accounts receivable, and preparing financial statements.  The director will work under the broad supervision of the agency’s Executive Director and provide staff support to the Finance Committee of the Board of Directors.  The Finance Director is required to provide the highest level of professional experience and independent judgment to complex tasks.  The Finance Director will work with the assistance of the accounting staff.

KEY RESPONSIBILITIES

I.
Financial Planning and Projections:

· Prepare annual and multi-year budgets and financial projections for review by the Executive Director and Finance Committee

· Prepare special project budgets for proposals and financial reports

· Prepare budget projections and financial reports for United Way and other agency contractors and contributors

· Prepare schedules for annual budgets by month and by program and by funding source

· Prepare and analyze Monthly Financial Statements, Balance Sheet, Income Statement 

· Variance Analysis of Budget to actuals monthly

· Manage cash accounts.  Keep track of current balances and anticipate needs

· Maintain relationships with bankers, independent accountants and investment advisors

· Work with Executive Director to ensure agency’s insurance coverage is adequate

· Develop annual and multi-year financial projections for replacement of major equipment and facility repairs

· Provide staff support to the Finance Committee of the Board of Directors

· Assist in the development and monitoring of organization strategic plan
II.
Financial Transactions:
· Review and approve invoices prior to payment within budgeted levels
· Record in-kind gifts, adding appropriate ones to fixed asset list or as contributions into appropriate funds
· Oversee preparation of accounts receivable invoices and listings
· Ensure that all grantors have been properly and timely billed monthly
· Ensure that contributions and pledges receivables are properly recorded and tracked
· Ensure semi-monthly payroll is processed accurately and on time
· Ensure employee personal leave records are maintained accurately
· Ensure accounts payable are processed in a timely manner and records are accurate
· Ensure payroll tax deposits, 941’s, unemployment, workers labor and industry and other quarterly and annual financial and payroll related reports are completed accurately and filed in a timely manner
· Maintain agency’s chart of accounts
· Develop, maintain and revise as appropriate all relevant accounting policies and procedures
· Train staff on procedures related to bookkeeping and accounting practices
III.
Accounting:

· Ensure agency’s financial records are maintained accurately and are consistent with accounting standards for non-profit agencies
· Oversee monthly reconciliation of all general ledger accounts and preparation of month-end financial statements, including journal entries and any special schedules required
· Supervise preparation of financial summaries and statements for reports to funders and grantors
· Maintain fixed asset list: updating regularly as needed
· Periodically oversee fixed asset inventory count
· Reconcile agency accounts: general checking and special checking accounts, lines of credit and investment accounts
· Prepare schedules for annual audit and provide primary liaison with auditor
· Ensure that internal controls are adequate and are being followed
IV.
Other:

· Provide supervision for accounting and IT staff and perform annual evaluations

· Oversee implementation of Technology Plan

· File electronically annual 5500 report for 401K

· Prepare information for Form 990

· Maintain well organized files

· Participate in staff and board meetings as needed

· Maintain professional continuing education 

· Contribute to creating a positive environment within the agency

· Monitor receivables and ensure timely collection of amounts due

· Maintain cross training system to ensure all positions are backed up

· Other duties as assigned

MINIMUM QUALIFICATIONS:
I
Requirements:
· Degree in accounting or similar training and minimum of five years experience, must include experience supervising staff

· CPA or equivalent

· Knowledge of non-profit accounting practices and standards

· Excellent computer skills, experience with MIP accounting system a plus

· Well organized and able to develop and implement efficient operating systems

· Committed to agency’s mission

· Ability to work independently

· Strong interpersonal communication skills and a desire to work in an environment requiring teamwork, conflict resolution and respect of others

· Flexibility

· Ability to work well with diverse populations

II    Core Agency Values:  EDVP’s employees are made of people who believe passionately about the value of this work and take personal responsibility for bringing success to the agency.  EDVP’s team spirit is, as its core, made up of the following values:

· Leadership: EDVP is a leader in the domestic violence movement, using experienced and cutting-edge approaches that transform lives and foster future leaders.

· Respect and Dignity: EDVP believes that every person, whether it’s the survivors we serve, our volunteers or our staff, has value, deserves respect and has inherent dignity. 

· Justice: EDVP is part of and connected to a larger movement to end all types of oppression and violence. 

· Empowerment: EDVP provides access to options and opportunities for survivors, AND we believe that survivors have the inherent ability to thrive and are capable of making their own decisions.

· Equality: Everyone deserves to be safe from domestic violence, regardless of their background and access to resources. 

· Passion & Commitment: We are deeply committed to ending domestic violence and approach our efforts with passion. 

· Professionalism: Our staff and volunteers are highly knowledgeable and skilled in the domestic violence arena, value each other, creates a supportive work environment, and conduct themselves professionally at all times. 

· Education: We believe that education is one of the best tools we have to prevent domestic violence from occurring today and in the future.

TO APPLY:

· Visit http://www.edvp.org/getinvolved/careers.aspx to download an application packet and background history check form. 

· Please return your cover letter, resume, completed agency application form and background history check form to:

Eastside Domestic Violence Program

ATTN: Human Resources

P.O. Box 6398

Bellevue, WA  98008-0398

FAX: (425) 649-0752

· If all four application parts are not turned in, application will not be considered.

· Applications will be open until the position is filled.  

EASTSIDE DOMESTIC VIOLENCE PROGRAM IS AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER.  WE VALUE DIVERSITY ON OUR STAFF.  SURVIVORS OF DOMESTIC VIOLENCE AND PERSONS OF COLOR ARE ENCOURAGED TO APPLY. 

