
JOB OPENING - Haven House Inc. 
FINANCE AND HUMAN RESOURCE MANAGER 

Nonprofit domestic violence services agency 
 
Haven House, Inc., which provides domestic violence services and shelter for all of Sandoval 
County, is seeking motivated, dedicated individuals for Finance and Human Resource Manager, 
to provide superior agency accounting, record keeping and human resources management.    
 
Requirements:  Bachelor’s Degree in accounting or finance with two years of practical experience.  
Working experience in a non-profit preferred. Proficient in all Microsoft Office applications; 
knowledge of QuickBooks and other applicable software applications. Must be extremely reliable 
and possess excellent professional boundaries.  Skills in written documentation/record keeping 
and interviewing.  Must be able to pass a background check.   
 
Job duties:   

Maintain the agency’s accounting practices, procedures and systems, adhering to Generally 
Accepted Accounting Practices (GAAP) standards.  Ensure timeliness, accuracy, and 
usefulness of financial and management reporting for federal and state funders, 
foundations, and Haven House’s board of directors; oversee the preparation and 
communication of monthly and annual financial statements.  Coordinate audits and proper 
filing of tax returns.  Record all business transactions, including payroll, billing and 
accounts receivable.  Ensure maintenance of appropriate internal controls and financial 
procedures and oversee cash flow planning. Remain up to date on nonprofit audit best 
practices and state and federal law regarding nonprofit operations. 

 
Manage the on-boarding process for new employees, maintain up-to-date personnel 
information and files. Process bi-weekly payroll and administer employee benefits.  
Complete and submit paperwork to external agencies including worker’s compensation 
claims, unemployment claims, verification of employment, etc. Track employee 
performance documentation, including training, certification and other grant required 
information 

 
 
________________________ 

 
 

Please send resume and letter of interest  
by email to roberta@havenhouseinc.org 

 
Due to our current work volume, we cannot take or return phone calls related to this ad. 

 
INTERVIEWS WILL BEGIN IN APRIL. 

 
Haven House is an equal opportunity employer. 


