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JOB TITLE:  Director of Finance   
 
REPORTS TO:  Executive Director of Operations 
 
PURPOSE:    
 
Maintain financial and accounting services for providing accurate and timely reporting.  This 
includes, financial statements, cash controls, payroll, purchasing, and accounts payable.  This 
position also manages the budget process in collaboration with the Executive Director of Operations.  
Managing Accounting staff along with department goals for process improvement is a primary 
responsibility.   
 
RESPONSIBILITIES: 
 

Administer and monitor the financial system in order to ensure the finances are maintained in an 
accurate and timely manner. 
 Direct and coordinate all accounting operational functions 
 Maintain cash controls 
 Oversee the maintenance and reconciliation of the general ledger 
 Manage the accumulation and consolidation of all financial data necessary for an accurate 

accounting of consolidated business results 
 Coordinate and prepare internal and external financial statements 
 Provide management with information vital to the decision-making process 
 Monitor business performance metrics to maintain Financial Dashboard reporting 
 Use Microsoft Excel to forecast financial outcomes with existing GL and Excel spreadsheets 
 Maintain confidential financial information related to donor and general financial data 
 Manage third party audit of cash deposits, bank statements, checks and general ledger 
 Prepare all monthly statements – income/expense, balance sheet, cash flow, project reports 
 Perform project reporting on capital projects including dynamic financial forecasting 
 Lead the annual independent audit with assigned third party CPA firm performing the audit 
 Perform budgeting variance and forecasting analysis for various levels of management 
 Assist the Executive Director of Operations with preparation of the budget 
 Audit the bi-weekly payroll ensure that employees are paid in an accurate and timely manner 

including accurate deductions and benefits 
 Provide secondary oversight review of reconciliation, including reviewing and approving bank 

statements directly or through recruitment of other qualified resources 
 Perform other duties as assigned by Executive Director of Operations 

 
 
QUALIFICATIONS: 
 
 Bachelor’s Degree in Accounting required, CPA licensing preferred 
 Minimum three years finance/accounting experience in non-profit required    
 Experience with computerized accounting programs and automation of A/P and other processes 
 Ability to prepare financial statements for non-profit, specifically churches 
 Experience with management of accounting staff 



 

   
 

 Maintain an understanding of relevant legislation, and procedures for non-profit, specifically 
churches 

 Computer skills including the ability to operate computerized accounting, spreadsheet and word 
processing programs at a highly proficient level 

 Detail orientated to provide quality work and complete assigned tasks accurately 
 Ability to organize, analyze, and execute tasks in a timely manner 
 Exercise discretion and good judgment in personal contacts 
 Interpersonal skills with ability to communicate effectively  
 Demonstrate professionalism through appearance, attitude and loyalty 
 Self motivated and able to initiate projects and work independently 
 Honest and trustworthy 
 Demonstrate sound work ethics 
 
To apply for this position call Beth Acosta, Director of Human Resources, 224-764-4082, or send 
your cover letter and resume to hr@theorchardefc.org  


