foundation for
healthy generations

CREATING ENDURING HEALTH EQUITY

Senior Director of Finance & Administration

Job Title: Senior Director of Finance & Administration
Reports to: Executive Director
Hours: Full Time, 40 hours/week, hourly, FLSA status: exempt, not eligible for

overtime pay. Schedule is typically Mon - Fri 8am-5pm, additional hours as
necessary to meet deadlines.

Compensation: $90-110,000 annually DOE. Generous benefits package including medical,
dental, vision, life, LTD, 403(B) plan, paid time off and 10 paid company
holidays

Supervises: Shared supervision of 1 employee (shared with Executive Director)

Position will remain open until filled. First review of applications will start Monday, January 25,
2016.

General Job Description

To apply, interested parties should send a cover letter, application (attached) and resume
to . No phone calls please, we're too busy fulfilling our mission!

This is a fun, fast moving and professional environment filled with people who make things
happen to bring our mission to life as opposed to just talking about it. Our team is small and
mighty. We need an expert to take control of all finance, accounting, IT, HR, and facilities and take
them all to the next level. We have growth plans and this position will be key to the plans’
success. The Executive Director will be reliant on this person to take the daily burden of worrying
about these areas and know they’re running smoothly and that internal and external deadlines are
consistently met without reminders.

The ideal candidate will have intimate knowledge of non-profit accounting from a bookkeeper’s
responsibilities through understanding the “Super Circular” and setting, managing and
implementing strategic plans to reinforce the organization moving forward. The Senior Director
of Finance and Administration must have excellent written and oral communications and be able
to clearly explain complex information to the Executive Director, Board, staff, contractors and
funders. This individual must have a good sense of humor, patience and an intrinsic desire to do
an outstanding job while supporting coworkers.

At Foundation for Healthy Generations, we believe that people and communities thrive when all
are healthy, included and connected. We unite community wisdom, emergent practice and
effective policy to create enduring healthy equity.
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Our organization believes that each employee makes a significant contribution to our success.
That contribution should not be limited by the assigned responsibilities. Therefore, this position
description is designed to outline primary duties, qualifications, and job scope, but not limit the
incumbent nor the organization to adjust the work identified. It is our expectation that each
employee will offer his/her services wherever and whenever necessary to ensure the success of
our endeavors.

Duties and Responsibilities

Finance:

Partner with Executive Director and senior leadership on operational and strategic issues
and provide recommendations based on financial analysis and projections, cost
identification and allocation, and revenue/expense analysis

Communicate effectively and efficiently with Board Finance Committee on monthly
financial reports and special projects as needed. Prepare finance materials for quarterly
Board meetings and other as needed

Formulate financial strategy

Oversee and be able to perform all accounting functions of the agency

Negotiate and/or assist in negotiating contracts

Monitor contract compliance, including timely reporting and billing

Participate in the grant proposal process

Ensure all financial grant covenants are consistently met

Coordinate and implement all work related to an annual financial audit, which may include
an A133 audit

Ensure the completion of federal and state tax reporting requirements, insurance reports
and other governmental regulation

Develop and distribute monthly program financial reports to Senior Directors and other
staff as needed

Continually improve and implement internal controls via policies and procedures
Develop and prepare organizational, program, and grant budgets and financial plans
Monitor revenue and expenses throughout the year to ensure financials are within budget
Recommend and implement financial management software

Oversee and/or perform daily accounting procedures including payroll, AP and AR as
delineated in agency policies and procedures

Close monthly general ledger, financial statements and other financial reports including
informative and clearly stated written analysis

Administration (Human Resources, Information Technology, Building Management):

Oversee and be able to perform all administrative, HR, facility and IT functions of the
agency

Participate in the ongoing strategic planning process as an integral member of Senior
Management Team

Collaborate in planning and implementation of strategic goals and tactics through daily
activities and monitoring
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Participate in organizational governance

Oversee, in some cases perform, administrative functions to ensure efficient and
consistent operations as the agency grows

Co-manage shared employees including Administrative Services Coordinator and any
contract or other help

Ensure all HR laws are consistently followed

Oversee the continual improvement of HR and administrative operational systems
Establish and manage a training program to educate employees regarding operational
and financial policies and procedures

Oversee all IT systems including external vendors who perform IT related functions
(network administration is outsourced)

Manage agency owned office building including management of tenants and property
maintenance

Ensure organization wide hardware and software are supporting the agency’s needs
Other duties as assigned

Required Qualifications:

5 or more years experience in a nonprofit organization as a Director of Finance and/or
Chief Financial Officer, other relevant experience may substitute for a portion of required
experience
At least 2 years overseeing IT, HR, and administration
High-intermediate to advanced level proficiency with:
o Windows 8 (moving to Windows 10 soon)
0 Microsoft Office software (Outlook, Word, Excel, PowerPoint)
0 QuickBooks
Significant experience presenting financial information at board meetings
Deep understanding of accounting software utilizing programs, grants, and donor
restricted funds
Experience and track record with clean A-133 audits
Experience with oversight and management of government grants and contracts
Excellent oral and written communication skills
Experience producing organizational, program, and grant budgets
Experience monitoring loan and grant covenants
Working knowledge of UBI
Ability and willingness to work cooperatively with others
Comfortable with doing a fair amount of hands on finance and administration tasks given
the small team size

Preferred Qualifications:

MBA, MPA or other graduate non-profit management degree

Active Washington state CPA license

Experience also working in private, for profit companies or nonprofits with earned revenue
streams

Commitment to living a healthy and well balanced life
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Team Agreements:

Be aware of and comfortable with our team developed Team Agreements, which are as follow:

e Positive Intent: We assume positive intent on the part of others and know that everyone is
working hard & doing their best. While assuming positive intent, we work to create
intentional space and safety for the tougher conversations and debriefs.

e Accountability: We hold ourselves accountable to the mission, each other, our clients and
to our commitments. We do what we say we will do, walking our talk while also honoring
each other’s limits.

e Conscious Communication: We are mindful in our communication and demonstrate a
willingness to style flex. We communicate directly, respectfully, timely and openly. We
care enough to challenge each other’s ideas, communicate our needs & expectations and
share our limitations. We engage in constructive conflict - addressing the issue, not
attacking the person.

e Svynergy: We work cross functionally, sharing information with each other freely in support
of fulfilling our mission. In sharing, we provide context for the conversation and are
thoughtful about connecting what we know to the agency’s bigger picture.

e Planned Pauses: We are a learning community and plan pauses to review and re-evaluate
our strategy, structure, practices, and processes as well as celebrate our successes. We
periodically pause to have unstructured and reflective time. We value and seek out
diverse points of view to inform our work and look to adapt, learn from our mistakes &
continuously improve.

Mental and Physical Abilities:

The physical/mental demands and work environment 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 individuals with disabilities to perform the
essential functions.

Mental Abilities Required

This position continuously requires interpersonal skills, teamwork, customer service, use of
discretion, performing basic math, independent judgment and/or independent action, and
reading, writing, speaking, and understanding English. Frequently requires decision making and
problem analysis. The position occasionally requires creativity. Attention to detail also required.

Physical Abilities Required

This position continuously requires feeling, sitting, hearing, and repetitive motion of the
hands/wrists. Frequently requires standing, walking, stooping, talking, reaching, bending, and
handling. The employee may be required to carry, lift, push or pull up to thirty pounds.

Conditions:

Job tasks are normally performed in a typical office environment. This position is full time.

Senior Director - Finance & Administration
FOUNDATION FOR HEALTHY GENERATIONS
,4,



foundation for
healthy generations

CREATING ENDURING HEALTH EQUITY

Employment Application

Thank you for your interest in The Foundation for Healthy Generations (Healthy Gen). Please send this
form as well as your resume, cover letter and anything else that makes you stand out to

. Please complete the form in its entirety. Incomplete forms may result in loss of
employment consideration. We look forward to hearing from you.

Applicant Information

Applicant
Name: Date:

Last First M.1.

Referred By (If applicable):

Available Start Date:

Current Employer:

Current Location
(city, state):

Application Questions

How did you learn about The Foundation for Healthy Generations?
] LinkedIn Job Posting

] Philanthropy Northwest Job Posting

[] Idealist Job Posting

[] Healthy Gen Website through Search Engine

[1 News/Media/Press Release

[] Personal Network - Please Provide Name:
[] Other - Please Specify:

Why are you interested in working with Healthy Gen? Please limit to one paragraph.
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Are you subject to any non-solicitation or non-compete agreements that may impact your ability to work
for Healthy Gen? If yes, please describe.

Our listed compensation range includes the maximum budgeted amount. Are you comfortable with this
range? If not, please consider your application carefully.

Do you require sponsorship to work in the U.S. now or in the future? (Yes/No)

Are you available for full-time work? (Yes/No)

Have you ever been convicted of a criminal offense (felony or misdemeanor)? (Yes/No)

If yes, please describe the crime - state nature of the crime(s), when and where convicted and disposition
of the case.

Education minimum requirements: Do you meet the minimum education requirements? (Yes/No)

Have you read the current Healthy Gen job description and verified that you can perform the required
functions without assistance? (Yes/No) If not, please view our current job postings on our website before
continuing.

Senior Director of Finance and Administration
FOUNDATION FOR HEALTHY GENERATIONS
,2,



	Director of Finance & Administration_1-7-15
	Director of Finance & Administration Application_1-07-16
	Thank you for your interest in The Foundation for Healthy Generations (Healthy Gen). Please send this form as well as your resume, cover letter and anything else that makes you stand out to jobs@healthygen.org. Please complete the form in its entirety. Incomplete forms may result in loss of employment consideration. We look forward to hearing from you.
	Applicant Information
	Application Questions



	Last: 
	First: 
	MI: 
	Date: 
	Referred By If applicable: 
	undefined: 
	undefined_2: 
	undefined_3: 
	LinkedIn Job Posting: Off
	Philanthropy Northwest Job Posting: Off
	Idealist Job Posting: Off
	Healthy Gen Website through Search Engine: Off
	NewsMediaPress Release: Off
	Personal Network  Please Provide Name: Off
	Other  Please Specify: Off
	undefined_4: 
	undefined_5: 
	Why are you interested in working with Healthy Gen Please limit to one paragraph 1: 
	Why are you interested in working with Healthy Gen Please limit to one paragraph 2: 
	Why are you interested in working with Healthy Gen Please limit to one paragraph 3: 
	Why are you interested in working with Healthy Gen Please limit to one paragraph 4: 
	Why are you interested in working with Healthy Gen Please limit to one paragraph 5: 
	Why are you interested in working with Healthy Gen Please limit to one paragraph 6: 
	for Healthy Gen If yes please describe 1: 
	for Healthy Gen If yes please describe 2: 
	range If not please consider your application carefully 1: 
	range If not please consider your application carefully 2: 
	Do you require sponsorship to work in the US now or in the future YesNo: 
	Are you available for fulltime work YesNo: 
	Have you ever been convicted of a criminal offense felony or misdemeanor YesNo: 
	of the case 1: 
	of the case 2: 
	Education minimum requirements Do you meet the minimum education requirements YesNo 1: 
	Education minimum requirements Do you meet the minimum education requirements YesNo 2: 
	continuing 1: 
	continuing 2: 
	Assistant Director of Community Based Health: 


