
 
 

 

                                                     Chief Financial and Administrative Officer 

Position Summary 
Youth Radio’s Chief Financial and Administrative Officer (CFAO) reports to the Executive Director and 
is primarily responsible for the organization’s financial oversight and systems, and day-to-day 
operational activities including human resources and information technology.  The CFAO is also 
responsible for developing a robust financial plan that drives business planning, fundraising, decision-
making, cost management, and growth while working closely with internal stakeholders to shape and 
lead the organization’s facilities, operations, and technology functions.  
 
This key executive will work closely with the Executive Director to identify new revenue strategies to 
support the organization’s expansion. The CFAO will also partner with the senior leadership team in 
strategic decision making to enhance Youth Radio’s quality programming and capacity building. 

 
Operational Responsibility: 

 Assists the Executive Director with development and implementation of sound strategic and 
operational plans and initiating improvements as needed; 

 Develop and maintain a system to capture key development and programmatic metrics on a 
monthly basis to measure against plan; 

 Manage Director of Tech to implement technology driven solutions and training that 
improves workflow, productivity, and drives efficiencies and growth 

 
Human Resources Responsibility: 

 Manage HR director on compensation, benefits, affirmative action and employee relations 
functions to ensure Youth Radio is in compliance 

 Collaborates with leadership team to develop an organizational culture that fosters retention, 
creativity and results, including identification of staff development opportunities 
 

Expansion Responsibility: 

 Maintain financial model and prepare financial analysis related to growth and business 
opportunities; 

 Serves as an integral part of the fundraising team, including generating budgets for grant 
requests and serves as a key member of the revenue teams 
 

Required Education and Experience: 

 Bachelor's degree, master’s degree is a plus. 

 CPA 

 Experience with public and philanthropic funds and earned revenue. 
 

Salary & Benefits: 
This position includes a comprehensive health, benefits and vacation package, with a salary 
commensurate with experience 
 

Requirements: 

 Cover Letter 

 Resume 
 



 
 

 

 

Contact: 
Please send requirements to hr@youthradio.org. Please put “CFAO” in subject line. No calls please. 
Youth Radio is an Equal Employment Opportunity and Affirmative Action Employer. Qualified 
applicants will receive consideration for employment without regard to race, color, religion, sex, 
sexual orientation, gender perception or identity, national origin, age, marital status, protected 
veteran status, or disability status. 
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