Henderson Family YMCA

Job Title: Director of Finance

Revision Date:  June 2022
Department:  Administration


FLSA Status:  Exempt, Full Time



Reports to: CEO
POSITION SUMMARY:

Under the supervision of the CEO, the Henderson Family YMCA Director of Finance is responsible for the financial operation needs of the YMCA. This leader works closely with the CEO in all financial matters and supports staff and members with all financial information. The Director of Finance is responsible for managing the financial functions of the YMCA in accordance with the stated mission, goals, and policies established by the administrative staff and Board of Directors.

ESSENTIAL FUNCTIONS:
· Prepares, oversees, and maintains accurate accounting and bookkeeping systems of the YMCA operation which includes control of financial statements, cash flow, journal entries, accounts receivable, accounts payable and payroll.
· Prepares reconciliations of all YMCA bank accounts monthly.
· Works closely with the accounting firm hired annually to perform the annual audit. Maintains and provides the firm with any, and all necessary information.
· Assists with Human Resources tasks as needed.
· Manages current insurance plans and maintains insurance records, insurance files and insurance forms for the YMCA.
· Assists CEO in the preparation and control of the annual operating budget.
· Attends monthly Board of Director’s meetings. Supports Board Treasurer and CEO with any financial questions and comments from Board Members.
· Maintains strict confidentiality which includes but is not limited to, all the YMCA’s financial, personnel and insurance records.
· Assists in YMCA fund raising activities and special events.

· Models’ relationship-building skills in all interactions. 
· Responds to all employee, member and community inquiries and complaints in a timely manner.

· Performs other duties as assigned.
QUALIFICATIONS:

· Bachelor's degree in accounting, finance, or equivalent.
· Experience in accounting or financial management.
· Proficient computer skills with ability to use Microsoft Office software.
· Good interpersonal and critical thinking skills.

· Maintains a high level of detail in all aspects of work.

· Good communication skills. 
· Valid driver’s license.
· Positive attitude, high level of initiative and professionalism, and enjoy working in and creating a strong team environment.
· Completion of YMCA certifications/training currently in effect and as may be amended from time to time.

· Ability to relate effectively to diverse groups of people from all social, cultural, and economic segments of the community.

· Capacity to work a flexible schedule and respond to emergent situations.

WORK ENVIRONMENT & PHYSICAL DEMANDS:

The physical demands 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 enable individuals with disabilities to perform the essential functions. 

· While performing the duties of this job, the employee is regularly required to use a computer for extended periods of time and be able to communicate using a computer and phone/smart device.

· The employee frequently is required to sit and reach and must be able to move around the work environment. 
· The employee must occasionally lift and/or move up to ten pounds. 
· Specific vision abilities required by this job include close vision, distance vision, and the ability to adjust.

· The noise level in the work environment is usually moderate.
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