New Mexico Coalition Against Domestic Violence (NMCADV)
Fiscal and Administration Manager

	Job Title:  Fiscal and Administration Manager  (FAM)
	Benefits: Full 

	Employee Type: Supervisory, Exempt, Full-­‐time 
Location: Albuquerque and /or remote 
	Reports to: Executive Director 


Position Overview 

The purpose of  the FAM is to ensure  the effective  development and management of  the  NMCADV  fiscal, grant and administrative operations. Financial responsibilities will be shared with  the NMCADV contract CPA firm, which provides significant accounting work; the FAM will oversee the work of the CPA.  

The  FAM creates, monitors, presents and adjusts the agency budget, including the overall management of grant budgets. The FAM also  ensures the  complete and timely  submission of  all grant proposals and  grant progress reports and  is the liaison to  NMCADV funders around fiscal, compliance and contractual issues. The FAM is responsible for the effective administration of  operations, including  provision of staff support. Administrative responsibilities are supported  through the assistance of a full-time administration assistant, supervised  by the FAM. 


Specific Job Functions 

· Prepare, monitor, adjust and report accurate grant budgets, ensuring that grant funds are expended in the most efficient manner. 
· Prepare, monitor,  adjust  and report on overall organization budget. 
· Prepare financial aspects of  all grant proposals.
· Prepare financial aspects of all grant reports. 
· Track  employee timesheets to ensure appropriate allocation of time as dictated by grant requirements. 
· Submit all  grant proposals and all reports in a timely fashion.  The executive director or others supply grant program narratives and program progress reports that are  included with proposal and report submissions.  
· Provide relevant staff with information on their grant expenditures in order to inform their work.
· Monitor and report  expenditure variances compared to budgeted amounts to the executive director  in a timely manner. 
· Work with funders  to manage  financial aspects of  all projects and serve as point of contact for financial questions from funders. 
· Monitor and review  bank  accounts and statements.
· Ensure  that the CPA maintains an effective process for billing and invoicing  and  that bills are paid appropriately and on time.
· Prepare and provide materials for annual audit and administrative and financial site reviews in cooperation with the CPA.
· Maintain and update fiscal policies in consultation with the board and executive director.
· Ensure that the board receives timely and accurate financial reporting, as  provided by the CPA and serve as the liaison between the  CPA, director and board treasurer. 
· Ensure appropriate administration of employee benefits and adjust as needed. 
· Ensure effective and responsive administrative operations through the development and implementation of various  processes, policies, protocols and practices.
· Manage NMCADV passwords and various licenses such as Adobe, Microsoft office, etc. ensuring that they are up to date. 
· Ensure that NMCADV  documents are accessible to the appropriate  persons.
· Assist staff with technology needs and Zoom or similar meetings. 
· Manage Google email.
· Ensure that callers and others making contact with the organization receive a timely, informed response. 
· Maintain the events calendar.
· Maintain staff generated agenda for all staff meetings.
·  Prepare, edit  and submit correspondence for staff as needed.
· Maintain accurate corporate records according to document retention policy.   
· Secure and manage organization insurance policies.
· Maintain leases and business licenses. 
· Order and maintain  office supplies. 
· Maintain supplies/equipment inventory.
· Ensure employee files are accurate and maintained. Maintain employment verification records.
· Manage  any projects that are primarily administrative in nature 
· Provide close supervisory support to the administrative assistant. 

Requirements 

· Proven  successful experience in developing and monitoring budgets including grant budgets.
· Experience with financial statements. 
· Familiarity with and competence in requirements of  NMCADV primary funding sources or ability to become competent quickly.
· Basic knowledge of non-profit accounting.
· Highly organized with attention to detail. 
· Excellent communication skills, both verbal and written.
·  Basic technology skills.
· Time management skills.
· Supervisory experience preferred.
· Experience in a non-profit environment  preferred.
· Pass a criminal  background check.


NOTE:  This job description is not intended to be all-­‐inclusive. Employee may perform other related duties as negotiated to meet the ongoing needs of the organization. 
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