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JOB DESCRIPTION: FINANCE AND DEVELOPMENT DIRECTOR
THE POSITION:
Reporting to the Executive Director, the Finance and Development Director will be responsible for ensuring that the Pride Center’s financial operations support its program and services and, ultimately, its mission. Additionally, the Finance and Development Director will be responsible for writing major grant proposals and reports.

As a member of the executive leadership team, along with the Executive, Program, and Development Directors, the Operations Director also contributes to the development and implementation of organizational strategies, policies, and practices.

This is a full-time exempt position with benefits.

SALARY RANGE:
The salary range associated with this position is $70,000 - $75,000/year, commensurate with qualifications.

PRIMARY RESPONISBILITES:
· Analyze and present financial reports in an accurate and timely manner; clearly communicate monthly and annual financial statements; oversee all financial, project/program and grants accounting.
· With the support of an external accounting firm, oversee and lead annual budgeting and planning process; administer and review all financial plans and budgets; monitor process and changes; and keep senior leadership team abreast of the organization’s financial status.
· Manage organizational cash flow and forecasting.
· Implement a robust financial management/reporting system; ensure that the contract billing and collection schedule is adhered to and that financial data and cash flow are steady and support operational requirements.
· Update and implement all necessary business policies and accounting practices; improve the finance department’s overall policy and procedure manual.
· Effectively communicate and present critical financial matters to the board of directors.
· Work closely with program managers to develop and monitor budgets for government and non-government contracts and grants.
· Ensure financial management systems and processes include all appropriate controls to maintain the fiscal integrity of the organization.
· In conjunction with an external accounting team, provide annual audit oversight. Work closely to support the auditors to ensure resolution of questions on revenue and expenses and required fiscal policy. Support an external accounting team to complete all year end closing, pre-audit reconciliations, and audit field work. Review audit reports.
· Maintain fiscal compliance with all government and private funding sources as well as city, state, and federal agencies.
· Manage responsibility, in conjunction with external accounting team, for all financial functions including cash receipts, billing & accounts receivable, cash disbursements & accounts payable, general ledger, grant/contract invoicing, and cash flow.
· Manage petty cash.
· Develop and track proposals and reports for all foundation and corporate fundraising.
· Attend internal meetings as assigned.

QUALIFICATIONS:
· A strong commitment to the Pride Center of Staten Island’s mission, vision, and values.
· Minimum of a BA, ideally with an MBA/CPA or related degree.
· At least five years of overall professional experience; ideally three-plus years of broad financial and operations management experience.
· Ability to translate financial concepts to—and to effectively collaborate with—programmatic and fundraising colleagues who do not necessarily have finance backgrounds.
· A track record in contract management.
· Technology savvy with knowledge of accounting and reporting software.
· Knowledge of best practices in human resources activities.
· A successful track record in setting priorities; keen analytic, organization, and problem-solving skills which support and enable sound decision-making.
· Excellent communication and relationship building skills with an ability to prioritize, negotiate, and work with a variety of internal and external stakeholders.
· A multi-tasker with the ability to wear many hats in a fast-paced environment.
· Personal qualities of integrity and credibility.

DETAILS:
· Location: Pride Center of Staten Island, 66 Willow Avenue, Suite 202, Staten Island, NY 10305.
· Work Hours: Monday – Friday, 9 AM – 5 PM
· Work schedule and location may change based on the needs of the Pride Center of Staten Island. Occasional evening and weekend work required.
· Proof of vaccination against COVID-19 required.
 
APPLICATION PROCESS:
Applicants must submit a cover letter and a resume by email to smo-hr@pridecentersi.org or by mail to Pride Center of Staten Island, PO Box 50278, Staten Island, NY 10305.
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