Illinois Coalition Against Domestic Violence

Job Description

Job Title:  CHIEF FINANCIAL OFFICER 

Classification:  EXEMPT 

Supervisor:  EXECUTIVE DIRECTOR
Work Performed/Position Responsibilities:

· Maintain bookkeeping and accounting records of the administrative office.  Includes general ledger, vouchering, accounts payable, accounts receivable, check preparation, payroll, tax records including W-2s and 1099s, reports, disbursements, fiscal reports, match funds records in accordance with establishing bookkeeping principles and the rules and regulations of the appropriate funding source.  

· Prepare monthly, quarterly and annual financial statement and trial balances.

· Staff the Finance Committee.

· Maintain payroll records, individual earnings records and travel vouchers.

· Maintain special project accounts.

· Maintain all related voucher control files, contract files, and other fiscal files.

· Prepare for, coordinate and file annual independent audit and annual state and federal tax reports.
· Prepare bank deposits and reconciliations.

· Process worker compensation claims.

· Ensure execution of organizational fiscal policies.

· Maintain employee benefits records.

· Ensure compliance with funder requirements on grant disbursements.

· Perform other duties as necessary or assigned by the Executive Director.

Knowledge Requirements:

· Comprehensive understanding of domestic violence.
· Knowledge of the Illinois Coalition Against Domestic Violence or similar nonprofit organization.
· Thorough knowledge of not for profit organization budgeting, fund accounting and fiscal requirements.

· Thorough knowledge of generally accepted accounting principles, procedures and practices based in strong past experience or related education.

· Working knowledge of human resource standards.
Skills Requirements:  

· Excellent oral and written communication skills which demonstrates a commitment to professionalism.

· Excellent organizational skills.

· High degree of initiative, follow through and attention to detail essential.  
· Ability to understand and interpret complex rules and regulations.

· Ability to manage multiple projects simultaneously.

· Appropriate conflict resolution methods which lead to positive solutions.

· Comprehensive knowledge of Microsoft Excel spreadsheets and Intuit Quickbooks, or other comparable bookkeeping system.
· Basic understanding of word processing software and Adobe Acrobat software applications.  
Physical Requirements:

· Occasional lifting of light boxes may be requested.

· Ability to drive oneself or secure reliable transportation to reach all areas of Illinois.

Special Demands:

· Willingness and ability to travel with occasional overnight stays.

· Must be able to secure reliable transportation, including driver’s license and proof of insurance if necessary when travel is required.

· Ability to work in fast-paced, non-smoking, feminist-centered environment.
· Ability to work cooperatively with a variety of people as well as independently with minimal supervision.
Sources:

· The Chief Financial Officer takes direction from, reports to, and is evaluated by the Chief Executive Officer/Executive Director.  

Accountability:
· The Chief Financial Officer is responsible for the maintenance of all fiscal records for the organization.

· The Chief Financial Officer is responsible for the implementation of agency fiscal policies and government requirements of not for profits.

· The Chief Financial Officer, in conjunction with the Executive Director and Chief Operations Officer, is responsible for ensuring grant compliance for a budget totaling over $5 million.

· The Chief Financial Officer is responsible for appropriate disbursement and management of annual budget of $5 million using Generally Accepted Accounting Principles.
ICADV is an equal opportunity employer. 
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