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POSITION SUMMARY: 

Reporting to the Chief Executive Officer, the Chief Finance and Administration Officer has internal and external facing responsibilities as the lead administrator of the Finance and Administration Department including finance, information technology and human resources.  The Chief Finance and Administration Officer promotes the vision, mission and leadership of the organization; monitors, develops, and implements plans and strategies, including all grant and organizational financial budgeting, reporting and auditing; oversees the collaborative coordination, development and reporting of PCADV financial management of subcontracts with domestic violence centers; and establishes standards to assure consistency and quality of all PCADV organizational management of finances, IT and personnel.

ESSENTIAL DUTIES AND RESPONSIBILITIES

I.   Leadership
A. Promote the organization’s vision, mission and leadership at the local, state and national levels in order to develop resources that guide the delivery of services to individuals, communities, and systems to end violence against women, men and children.  
1. Represent the organization in negotiations regarding grant applications and reporting with local, state, and national funders.
2. Collaborate with the Fund Development Team on preparing grant applications, accurately reporting financial activity, and managing donated funds according to nonprofit financial management rules.
3. Pursue hiring practices and compensation packages that enable the recruitment of high-quality staff.
4. Deploy information technology that promotes connectedness and efficiency of operation.

B. Collaborate on PCADV special events, such as anniversaries, rallies, fund-raisers, bi-annual conferences.

C. Contribute to the management of collaborative development of organizational policy positions and strategies that support PCADV’s mission and core values.

D. Strengthen PCADV by working with staff to forge and sustain partnerships with PCADV subcontractors, allied professionals and other organizations in order to establish mutual understanding and respect and ultimately further the work of the Coalition.
1. Build mutually positive and supportive relationships with the leadership and staff of PCADV, with PCADV member and subcontractor programs and take every opportunity to learn about and promote the programs’ contributions to ending domestic and intimate partner violence.
2. Facilitate networking among domestic violence advocates as appropriate regarding financial management, human resources, and information technology deployment for mutual support, problem solving and capacity building.  

E. Responsibilities to the Organization:
1. Ensure that the goals, objectives and activities set forth in the PCADV strategic plan and staff work plans are carried out in a manner that is in compliance with project timelines and fiduciary responsibilities.  
2. Attend Department and team meetings, PCADV staff meetings and in-service trainings.  Contribute to discussions and analysis of issues to advance PCADV’s mission to end intimate partner violence and all forms of violence against women.
3. Serve as a resource to all PCADV staff in the development and provision of their own specific grant or department budgets, overall fiscal management, personnel actions, and deployment of technology to perform their day-to-day responsibilities.

	H.  Additional Responsibilities:
1. Support the work of the various committees of the Board of Directors, Membership and staff of PCADV, but primarily the Finance Committee of the Board, as assigned.
2. Perform other duties as assigned.
3. All duties performed on an ongoing basis.

II.  Management

A. Human Resources - Provide oversight and support of the work of the Human Resources (HR) vendor to assure the accurate and appropriate administration of employment and benefits practices for the PCADV workforce.
1. Document, analyze and recommend solutions to employment and benefits needs based on the recommendations of the HR vendor and PCADV supervisors. 
2. Require that the Human Resources vendor, in collaboration with administrative staff, develops an annual HR workplan.
3. Through the work of the HR vendor, ensure that PCADV staff and supervisors have access to guidance on the application of PCADV HR policies and procedures, including all employment requirements, supervision responsibilities, benefits administration and any implementation of applicable state or federal laws.
4. Assure collaboration between the HR vendor and PCADV supervisors and staff in order to implement effective policies and procedures for the recruitment and retention of a high performing workforce. 

B. Information Technology - Provide oversight and support of the work of the Information Technology Director to assure the reliable and effective use of technology for PCADV business operations.
1. Document, analyze and recommend solutions to organizational technology and data needs based on the recommendations of the Information Technology Director and related IT vendors.
2. Require that the Information Technology Director develop an annual IT workplan.
3. Through the work of the Information Technology Director and appropriate IT vendors, ensure that PCADV staff and related constituents have access to the technology and data systems necessary to perform their work or to conduct business with the organization.
4. Assure collaboration between the Information Technology Director and project managers and other PCADV staff in order to implement effective policies and procedures for the productive use of technology and data systems.

C. Finance - Lead PCADV’s day-to-day management of its funds and fiscal operations in accordance with state and federal law and regulations, PCADV policies and procedures, and the PCADV Bylaws to provide stable resources for the work of the Coalition.  Responsibilities of the Finance staff include:  maintenance of general ledger, budgeting, cash and investment management, grants and contracts administration, purchasing, accounts receivable and billing, cash receipts, accounts payable, cash disbursements, payroll, financial statement processing, external reporting of financial information, bank reconciliations, subsidiary account reconciliations, compliance with government reporting requirements, vendor relations, and insurance.
1. Develop and maintain a manual of the accounting policies and procedures that document the financial operations of the Organization.  The primary purpose of the Fiscal Policy Manual is to formalize accounting policies and selected procedures for all staff and to document internal controls.  
2. Maintain the General Ledger and supporting schedules, creates required adjusting entries, and prepares financial statements.
3. Develop and maintain system of internal controls to safeguard financial assets of the organization and oversee federal awards and programs.
4. Oversee the coordination and activity of independent auditors ensuring all A-133, 2 CFR Part 200 audit issues are resolved, and all 403(b) compliance issues are met, and the preparation of the annual financial statements is in accordance with U.S. GAAP and federal, state and other required supplementary schedules and information.  
5. Act as the OMB Compliance Officer and oversees preparation for yearly audit with respect to information regarding OMB Uniform Guidance, including rules defined in previous Circulars A110, A122, A133.
6. Act as the reporting entity and investigator according to defined roles in PCADV Conflict of Interest and Whistleblower policies.
7. Oversee the maintenance of inventory of all fixed assets, including assets purchased with government funds (computers, etc.) assuring all are in accordance with federal regulations.
8. Ensure adequate controls and financial procedures are installed, including assurance that substantiating documentation is approved and available such that all purchases and expenditures may pass independent and governmental audits.
9. Plan, develop and monitor the Departments multi-fund budgets in collaboration with the Chief Executive Officer, senior leadership and grant managers.
10. Submits an annual proposed organizational budget recommendation to the PCADV Board of Directors.
11. Develop budgetary forecasts related to departmental goals and deliverables; develop and submit initial and revised budgets to funders as needed.
12. Oversee and participate in development and submission of financial reports to funders as required.
13. Prepare all fiscal reports and interprets financial position of PCADV, regularly reporting to the Board of Directors and the three caucuses of Membership.
14. Collect appropriate data and prepare federal, state and local reports and tax returns.  Ensure that the organization complies with periodic tax payments, information reporting and other taxing authority requirements.
15. Directs compilation and preparation of payroll and benefits according to organizational policy and legal requirements.
16.  Ensure proper coding and reporting of time worked by all staff through the time card system.
17. Approve budgetary expenditures and ensure that all Departments expenditures are properly coded and accounted for in accordance with PCADV fiscal guidelines.
18. Optimize the handling of bank and deposit relationships and initiate appropriate strategies to enhance cash position.
19. Oversee the management of the organizations cash flow, accounts payable and accounts receivable and preparation of checks for vendors and other clients.
20. Review contracts, internal systems for purchase orders, vouchers, travel requests, and supervise preparation of reports to substantiate individual transactions.
21. Participate in continuing education that informs compliance with state and federal regulatory guidelines and state and federal funders’ requirements for fiscal management of awarded funds.  

IV.  Department Administration

A. Implement practices and procedures geared to enhance PCADV employees’ success, engagement and excellence.
1. [bookmark: _GoBack]Supervise the managers, specialists and coordinators assigned to the Finance and Administration Department.
2. Provide leadership, supervision and mentoring of Department staff to support on-going professional development and skill acquisition necessary to competently and professionally fulfill job responsibilities and meet our constituencies’ expectations for excellence.
3. Ensure Department staff receives training and information on fiscal and other requirements for Department initiatives; work with staff to ensure budget priorities and work plan deliverables are fulfilled in a timely manner.
4. Facilitate information sharing within and between departments in order to provide staff with opportunities to expand knowledge base and provide input into decision-making process.

A. Expect and support excellence as an information source by ensuring that staff provides services that are responsive to constituents’ needs and incorporate current research, best practices and the experiences of survivors and program advocates.
1. Support and facilitate in-service and other professional development opportunities to ensure staff is knowledgeable about current professional best practice and its use in their related functional area of finance, human resources or information technology.
2. Collaborate with and support the Finance and Administration staff to ensure all communications and technical assistance materials meet the highest levels of professionalism, incorporates best practices and current state and national regulations, and responds to the expressed needs of constituent audiences.
3. Oversee and support collection and analysis of data pertaining to Department services; encourage use of data to inform the content of PCADV administration that are responsive to the needs of PCADV internal and external constituents.

B. Ensure PCADV operates in compliance with all applicable federal, state and local laws and organizational policies and procedures, including the Bylaws.
1. Ensure Department staff is adequately trained and compliant with organizational policies regarding maintenance of timecards and reporting of time and effort activities. 
2. Complete personnel evaluations and address personnel issues and ensure compliance with all personnel policies and procedures.
3. Comply with all organizational policies and procedures; contribute to review and improvement as necessary; develop framework and content for new policies and procedure as required.

QUALIFICATIONS:

EDUCATION AND EXPERIENCE
1. Bachelor's degree in accounting, finance or related field required.  CPA preferred.
2. Minimum of ten years’ experience in fund accounting and financial management.
3. Experience with managing or conducting organizational audits.
4. Experience with, or intermediate to advanced knowledge of financial management software.
5. Experience in managing IT and HR functions.
6. Minimum of three years supervisory experience.
7. Intermediate to advanced knowledge of Microsoft Office (e.g., MS Word, Excel, PowerPoint).
8. Experience with virtual meeting/webinar platforms (Adobe Connect, WebEx) preferred.

KNOWLEDGE AND COMMUNICATIONS SKILLS
1. Knowledge of domestic violence and related issues, and a commitment to the goals and philosophies of PCADV. 
2. Knowledge of nonprofit financial management and auditing standards.
3. Excellent written and verbal communication skills, including internal policy development, analysis of financial and benefits reports, and meeting facilitation.
4. Ability to maintain confidentiality.
5. Leadership, critical thinking, problem solving, conflict resolution and negotiation skills. 
6. Ability to develop and maintain cooperative relations with a diversity of individuals, organizations and government agencies.
7. Ability to establish effective working relationships with auditors, government representatives and vendors. 
8. Understanding of issues of cultural and socioeconomic diversity applicable to domestic violence prevention, intervention, and services and the intersectionality of institutionalized systems of oppression and domestic violence.

REASONING/SOCIAL/PSYCHOLOGICAL/OTHER SKILLS & ABILITIES:
1. Excellent problem-solving skills and the ability to facilitate critical thinking processes.
2. Demonstrated ability to manage time, evaluate progress, and adjust activities to complete work within established time frames; ability to effectively handle multiple tasks at one time.
3. Ability to work independently as well as collaboratively.

COMPUTER SKILLS
1. Computer-based e-mail, Internet and electronic meeting programs.
2. Computer software including word processing, basic Excel, and web based office scheduling, HR, team collaboration and financial management programs.
3. Demonstrated willingness to learn electronic technologies.

PHYSICAL DEMANDS
The following physical demands 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 enable individuals with disabilities to perform the essential functions.  While performing the duties of this job, the Director is regularly required to:

Communicate by telephone, Voice Over Internet Protocol (VoIP) technology and in-person with staff, Member program staff and other allied professionals to exchange information, discuss work-related matters, and discern needs and priorities and express positions in accordance with leadership responsibilities.
1. Sit at desk or table for duration of meetings. 
2. Move about the office and at the offices of Member Programs and allied professionals in order to accomplish essential duties.  
3. Mental and visual ability to read and interpret a wide variety of written reports, regulatory type analysis and electronic communications. Specific vision abilities required by this job include ability to adjust focus on printed materials and computer screens.
4. Access to reliable transportation with willingness and ability to travel on     occasion locally, statewide and nationally with some overnight travel required. 

WORK ENVIRONMENT
1. The noise level in the work environment is usually quiet but with constant interruptions.
2. All essential functions are to be performed at the organization’s offices located in Harrisburg, PA.

(a) Title change on June 5, 2018 with no change in job description
(b) Edited other job titles on August 26, 2019 with no change in job description
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