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Director Finance and Administration

 Sample Job Description 
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Job description 

Director Finance and Administration

Purpose

To ensure that the organization’s financial, information, human resources & administrative systems are efficient so as to increase its capacity to meet its strategic goals. 

Scope

Finance, information systems, building occupancy and administration 

Working relationships

· Reports to the chief executive officer

· Manages and directs the nature of work and duties of accounting, administration, staff and volunteers 

· Provides an on-going financial information system support to all staff and volunteers

· Supports the finance committee in fulfilling its responsibilities to the board of directors

Specific responsibility and authority

Activity 

Financial reporting and budgeting 

Purpose

To ensure that the board of directors, chief executive officer, staff, external auditor, and related government departments receive the requested reports on time

Authority 

To act 

Standards

Performance is satisfactory when: 

· Bi-monthly financial statements with variance report are completed for the Treasurer, Finance Committee and Board of Directors 

· Staff have bi-monthly expense statements

· Annual financial statements, and working papers are completed before annual audit

· Satisfactory letters are received from the auditors (such letter to be mailed directly to treasurer with copy to chief executive officer and director, finance & administration)

· Annual Information Return to Revenue Canada is filed before deadline

· Annual budget is completed before March board meeting or date specified

· Systems, practices and timelines are well documented

Activity

Cash flow and investment

Purpose 

To ensure that cash flow meet monthly expense commitments and extra cash is invested according to the organization’s Investment Policy

Authority

To act in consultation with the Chief Executive Officer and Treasurer

Standards

Performance is satisfactory when: 

· Chief Executive Officer or Treasurer are informed when there is a cash shortfall in meeting commitments

· Extra cash is invested according to the above mentioned policy and in the best interests of the organization, on the advice of the finance committee or treasurer

· Negotiate with financial institutions to get better rates of return from investments

Activity

Accounting, administrative staff and volunteer management

Purpose

To ensure the performance of accounting, administrative staff and volunteers meet the requirements

Authority

To act

Standards

Performance is satisfactory when: 

· Staff and volunteers are properly instructed, trained, and informed of any related corporate policies, procedures, and required remedies that are necessary to meet the requirements

· Staff and volunteers are trained in, and act in a manner suitable to strong customer service component

Activity

Management of information systems

Purpose

To ensure that information systems are efficient in serving the needs of the organization

Authority

To ensure that systems respond to end-users’ needs, and meet their requests to enhance system features

Standards

Performance is satisfactory when: 

· Systems are running smoothly

· End-users requests are satisfied

· Reasonable backup mechanism is in place. 

· Data backups are done according to schedule

· System updates are planned and executed within budget and time limitations

· The operation of the system is well documented

Activity

Payroll administration

Purpose

To ensure that employees are paid on time, monthly government remittances and annual payroll returns are processed before deadlines

Authority

To act

Standards

Performance is satisfactory when: 

· Deadlines for payments and returns are met

Activity

Finance committee/audit committees 

Purpose

To ensure that the Finance/Audit Committees operate efficiently in ensuring proper financial controls and maximum public accountability

Authority

To act

Standard

Performance is satisfactory when: 

· Leadership is provided to the committees in addressing important financial issues

· Information is provided in a timely manner

· Meetings are productive and members are satisfied with their participation in the committee

· Fulfill the committee's recommendations in a consistent, timely manner

Activity

Building occupancy 

Purpose

To ensure that office maintenance, equipment & building purchase/lease, and maintenance are undertaken as cost-efficiently as possible

Authority

To act

Standards

Performance is satisfactory when: 

· Equipment is functioning well

· The organization’s office is well maintained

· Lease/purchase options are thoroughly reviewed to determine the most cost-efficient options

· Service contracts are reviewed on a timely basis to determine the most cost-efficient service option

Activity

Human Resources 

Purpose

To ensure that appropriate human resources standards & systems are operational

Authority

To act

Standards

Performance is satisfactory when: 

· Compensation systems are developed and maintained

· Policy development is coordinated

· Staff are assisted with hiring, performance appraisal, evaluation & termination

Qualifications 

· Accounting designation or final level 

· 5 years financial management experience, preferably with non-profits

· Basic knowledge of computers and networking skills

· Competent in use of Microsoft Office software and daily systems administration

· Excellent interpersonal, organization & team-building skills

· Initiative, drive 

· Excellent conceptualization, problem-solving & project leadership skills

· Experience using Rainbow software is an asset
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