
 

 

 

DUNELAND FAMILY YMCA JOB DESCRIPTION 

Job Title:  Director of Finance and Administration Status: Full Time 

FLSA:  Exempt Department: Administration  

Reports to: CFO                                                                      Salary:  $38,000 – $45,000 
Revision Date: 2/6/2023  
 
POSITION SUMMARY: 

This position supports the work of the Y, a leading nonprofit committed to strengthening community through 

youth development, healthy living, and social responsibility.  The Director of Finance and Administration is 

responsible for the accuracy and timeliness of recording and reporting the financial information of the organization 

and the supporting processes; payroll processing; and the hiring process. 

 

OUR CULTURE: 

Our mission and core values are brought to life by our culture. In the Y, we strive to live our cause of 

strengthening communities with purpose and intentionality every day.  We are welcoming: we are open to all. We 

are a place where you can belong and become. We are genuine: we value you and embrace your individuality. We 

are hopeful: we believe in you and your potential to become a catalyst in the world. We are nurturing: we support 

you in your journey to develop your full potential. We are determined: above all else, we are on a relentless quest 

to make our community stronger beginning with you. 
 

ESSENTIAL FUNCTIONS: 

1. Responsible for budgeting, A/R, A/P, bank reconciliations, payroll processing, monthly closing and reporting 

in accordance with GAAP using SGA software and industry best practices.  If unfamiliar with SGA software, 

must be capable and willing to quickly learn the software.  Training provided. 

2. Work with CFO to provide timely reports to staff, the Finance Committee, and the Board of Directors. 

3. Provide insights and recommendations for improvement of the efficiency and effectiveness of internal 

financial processes. 

4. Responsible for the hiring process, including onboarding employees, maintaining accurate employee files, 

and ensuring necessary trainings are done on a timely basis in compliance with Federal, state and Duneland 

YMCA standards, and in accordance with goals of the organization and industry best practices. 

5. Work with CFO to manage IT in accordance with goals of the organization and industry best practices. 

6. Effectively communicate with Leadership and other staff to accomplish the goals established by the CEO, 

CFO and the Board of Directors. 

7. Maintain confidentiality of all employee and financial records. 

8. Provide administrative support to the CFO as needed. 

9. Hybrid schedule possible. 

 
CHILD ABUSE RISK MANAGEMENT:  

1. Adheres to policies related to boundaries with youth. 

2. Attends required abuse risk management training.  

3. Reports suspicious and inappropriate behaviors.  

4. Follows mandated abuse reporting requirements. 

5. Adheres to job specific abuse risk management responsibilities.  



The Y: We’re for youth development, healthy living, and social responsibility. 

 

LEADERSHIP COMPETENCIES: 

1. Critical Thinking & Decision Making 
2. Fiscal Management 
3. Mission Advancement 
4. Collaboration 
5. Operational Effectiveness 
6. Personal Growth 

 

QUALIFICATIONS: 

1. Degree in accounting and/or HR, or related experience preferred. 

2. Experience with Microsoft Office software preferred.  

3. Experience and demonstrated success in an HR support role or related field preferred. 

4. Experience and demonstrated success in an accounting and payroll support role preferred. 

5. Must be self-motivated, organized, professional and have the ability to work with all levels of staff and 
Leadership. 

6. CPR, First Aid and AED certifications required within 30 days of hire or present proof of certification. 

7. Skills in project management preferred. 

8. Ability to respond to safety and emergency situations. 

 

PHYSICAL DEMANDS:  

1. The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

 
DISCLAIMER: 

The above statements are intended to describe the general nature and level of work being performed by the employee 
assigned to this classification.  This is not intended to be used as an exhaustive list of  

responsibilities, duties, and skills required of personnel so classified. 

 

Signature indicates that you have read and understand the job description provided for the position. 

 

 

_____________________________________________    ______________   _________________________________________    ______________                 

Employee Name (Printed)    Date    Employee Signature Date   

 

        __________________________________________   ______________ 

        Supervisor Signature  Date 


