New Hampshire Coalition Against Domestic and Sexual Violence

Job Description

Title:  Administrative Director
Status: Exempt

Hours per week:  40

Objective: Manage all financial and administrative functions of NHCADSV in line with mission and vision.  
Job Responsibilities:

Financial Management:

· Maintain computer based accounting system

· Maintain financial policies, procedures and internal controls

· Prepare annual agency budget and allocation plans

· Maintain up to date Financial and Accounting Handbooks
· Hire and supervise Bookkeeper

· Insure proper approval on all invoices and oversee proper filing of invoices

· Insure preparation of monthly, quarterly & yearly financial reports

· Insure timely filing of all legally required financial reports

· Complete unaudited financial statement and insure timely completion of audit report

· Compile, review and distribute PMC audits annually

· Insure compliance with all necessary state and federal payroll reporting requirements

· Respond to all authorized payroll inquiries including worker's compensation, self‑audits and mortgage company verifications of employment

Grants Management:

· Manage grants process including state and federal contracts, subcontracts and all necessary payment requests

· Negotiate with state and federal funders

· Assist with grant writing

· Preparation and compilation of PMC grants to state funders

· Prepare all monthly and quarterly grant requests

· Track timely requests and verify eligibility for payment of all subcontractors

· Prepare subcontractor contracts and payment request forms and schedules

· Comply with grant contract requirements including compilation of monthly, quarterly and yearly reports & statistics

· Provide technical assistance regarding grants management to the Participating Member Council (PMC)

· Oversee database and statistical reporting functions

Administrative Management

· Maintain necessary insurance coverage for organization and employees

· Administer employee benefits
· Manage the Coalition’s property at 4 South State Street

· Manage lease agreements with vendors/consultants

· Oversight of office equipment management and contracts

· Hire and supervise Office Coordinator 

· Manage information technology systems

Skill Requirements: Non-profit, computerized accounting management experience, ability to train and supervise staff, excellent organizational and communication skills, detail oriented and able to manage multiple deadlines.  Experience in a multi-funded non-profit agency preferably funded with government grants.  Working knowledge of grant compliance requirements.  Solid spreadsheet skills.  Experience in supervision of staff and knowledge of New Hampshire employment law.  Experience with and knowledge of computer systems and networks.  Experience in MS Office.  Ability to travel, occasional overnights and weekends, and to complete office-related errands.  Demonstrated understanding of and commitment to domestic and sexual violence issues.

Educational Level:  Bachelor's Degree in Accounting or related field required.

Position reports to:  Executive Director

October, 2006
