[image: image1.jpg]YAKIMA

UNION GOSPEL MISSION DATE REVISED:




YUGM Chief Financial Officer
JOB DESCRIPTION
 Job Title: 

Chief Financial Officer
Department:

Administration

Reports To:

Rick Phillips, CEO
FLSA:

Salary/Wage:
TBD
Location:

Yakima Union Gospel Mission




1300 North First Street, Yakima WA 98901

Day/Days:

Full time Salary
Time:


40+ hour work week
YUGM is a complex non-profit organization with eight major programs serving the homeless and low income in Yakima, Washington.  We are nearing completion of a new medical clinic building.  We are the busiest free medical clinic in Washington.  Our state of the art dental clinic, staffed by volunteer dentists serves low income patients.  Traditional services to our clients includes daily meals, food boxes, shelter beds, family services, men’s and women’s recovery programs, job training and a youth center.  In addition, we operate enterprises that support the mission financially and provide job training for our clients. These include a thrift shop, catering services, recycling program and campground in the mountains.  Our accounting needs are equally complex. Ability to prioritize and lead the accounting team is essential.  
Specific Duties: 

General
· Supervise accounting department

· Supervise payroll, accounts payable and donation processing

· Manage cash flow

· Monitor restricted funds and prepare monthly fund reports
· Prepare budget reports and monitor financial position

· Update accounting policies and procedures

· Streamline electronic data collection

· Assist development department with reporting from donor software 

· Manage annual audit
Monthly

· Prepare monthly financial statements

· Review payroll reports, HSA, retirement funds
· Calculate fund balances according to expenditures made from restricted funds

· Review general ledger for accuracy

· Review programs and projects for accuracy

· Review recycling bills of lading for unpaid loads shipped

Annual
· Prepare 1099 forms yearly
· Prepare year end accruals
· Post auditors adjusting entries

·  Review salary and fringe allocations for appropriate program

Miscellaneous

· Other duties as assigned

POSITION REQUIREMENTS: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required.

· Commitment to a relationship with Jesus Christ, exemplifying Him daily and being prepared to share the  gospel as opportunities arise

· Minimum education required: bachelor’s degree in accounting or finance, CPA desirable
· More than ten years in progressively responsible, hands-on accounting experience
· Must have non-profit experience
· Abila MIP Non-Profit accounting software experience required
· Experience working with information technology staff to manage finance and accounting software packages
· Additional experience in human resources, legal and grant management helpful
Additional Duties

Due to the nature of UGM and its ministry, it is required that all staff members perform duties beyond their job description such as, but not limited to: giving directions to guests, helping with donations, helping other employees with events and activities, helping other employees as needed. 
Join our expanding faith based non-profit and lead the finance department as we continue to grow our organization.  Work closely with the Executive Director to provide timely, accurate financial information for executive and Board decision making.  We are looking for an experienced, skilled finance professional with board, non-profit and business experience.
We invite you to learn more about YUGM at: http://www.yugm.org/video
Acknowledgment

I acknowledge that I have read and understand the job description.  My signature below attests that I am able to perform the essential functions of this position.

Prospective Employee's Name: (print)__________________________________





Signature ________________________________________________________  Date ________________________________________
May, 2013
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