
 
 

 

Job Description 
 

 

Position Title: Director of Finance & Administration 
 

 

Status: Exempt 
 

 

Reports to: Executive Director 
 

 

Direct Reports: Finance & Accounting Manager (1) 

 
Position Summary: The Director of Finance and Administration is a strategic thought-
partner and a member of the organization’s Executive Team. The Director leads and 
manages the following areas: finance, budgeting, benefit administration, HR policy 
administration, and IT. The Director also manages or assists with special projects on an as- 
needed basis, and liaises with other departments and area offices.  This is a hands-on 
position, requiring an ability to handle day-to-day accounting duties, as well as the 
financial planning activities for the organization. In the Human Resources Department, the 
Director plays a critical role in recruitment, retention, and professional development of 
staff, including helping to establish policies and practices that support a vibrant work 
culture and engaged staff team. 

 
SMART’s Commitment to Equity 
As an early literacy program focused on helping children succeed with reading and 
learning, SMART can’t ignore that deep racial, cultural, social, and economic inequities in 
our country and state make it harder for some children to succeed compared to others. 
SMART’s vision is an Oregon in which every child can read and is empowered to succeed, 
and we are making equity a top priority.  As part of this, we particularly seek staff 
members, volunteers, and board members whose personal or professional background 
gives them unique perspective to further SMART’s work in serving children of color and 
children from other marginalized groups. 

 
PRIMARY RESPONSIBILITIES: 

Financial Management: 

 Analyze and present financial reports in an accurate and timely manner; clearly 
communicate monthly and annual financial statements. 

 Develop recommendations for the Executive Director, the Board and related 
Committees in all matters pertaining to the overall financial and staff resources 
associated with current and potential programs and activities. 



 Oversee and lead annual budgeting and planning process in conjunction with 
ED and Executive Team; administer and review all financial plans and budgets; 
monitor progress and changes and keep Executive Team abreast of 
organization’s financial status. 

 Review all balance sheet accounts and ledgers, ensuring reconciliation to the 
general ledger on a monthly basis; manage and report on organizational cash 
flow and forecasting. 

 Update and implement all necessary business policies, accounting practices, and 
internal controls to seek continuous improvement and achieve and maintain 
government and regulatory compliance. 

 Coordinate and lead annual audit process, liaise with external auditors and the 
Finance Committee. 

 Work with Development team and regional offices to provide budgets, 
financial statements, and other information in support of SMART’s 
fundraising goals. 

 Participate on executive leadership team in collaborative, team-oriented 
fashion and supporting and/or leading key organizational initiatives 
including equity and process improvement.  

 
Human Resources: 

 Administer all employee benefits including coordination and counsel with 
employees on orientation to, enrollment in, and use of benefits. Manage all 
benefit-related contracts and vendor relationships.  

 Support the development of human resource practices and policies related 
to recruitment and retention, professional development, and performance 
reviews. Ensure processes are equitable, consistent, and streamlined. 

 Maintain all employee personnel, benefit, unemployment and workers 
comp files. 

 Edit and maintain updated job descriptions for all positions. 
 

Administration: 

 Serve as point of contact for legal/legislative issues impacting the organization; act as 
liaison with professional community (attorneys, accountants, etc.). 

 Oversee organization’s IT structure, hardware and software; work with technology 
vendors for maintenance of current systems; coordinate and plan for changes and 
new systems including hardware and software for voice and data communication, 
processing, and storage systems. 

 
VOLUNTEER MANAGEMENT 

SMART is possible because more than 5,000 volunteers contribute their time, energy 
and experience to help us carry out our mission; that means volunteers account for 
nearly 100 percent of the people working on the ground to deliver SMART’s proven 
literacy support and book program. Because of this, all SMART employees work and 
interact with volunteers in varying capacities. 

 SMART employees understand the value of our volunteers and ensure their 
interactions with volunteers are appreciative and professional. 

 Because volunteers are donating their time and talents to SMART, employees may 
need to be flexible and solution-oriented when it comes to expectations around 
deadlines, communication, ability to attend meetings, etc. 



 SMART employees publicly acknowledge the importance of volunteers to the 
organization, providing ample recognition and praise for their contributions when 
speaking about SMART in external settings. 
 

 

REQUIRED EDUCATION AND WORK EXPERIENCE 

 Relevant four-year degree or equivalent experience in Accounting/Business; MBA or 
CPA preferred. 

 At least 5-7 years of professional experience, ideally with broad financial, operations 
management, and human resource emphasis (audit, budgeting, internal controls, 
personnel reviews, legal compliance.) Experience in nonprofit accounting preferred. 

 

QUALIFICATIONS 

 Very strong financial analysis capabilities along with ability to translate 
financial concepts to – and effectively collaborate with – programmatic 
and development colleagues who do not necessarily have finance 
backgrounds. 

 Ability to advance SMART’s work to address inequities and build 
relationships to address the needs of diverse staff, communities, and 
children. 

 Commitment to training programs that maximize individual and 
organization goals across the organization, including best practices in 
human resource activities. 

 Successful track record in setting priorities; keen analytic, organization 
and problem-solving skills that support and enable sound decision- 
making. 

 Excellent communication and relationship-building skills with an ability to 
prioritize, negotiate, and work with a variety of internal and external 
stakeholders. 

 A multi-tasker with the ability to wear many hats in a fast-paced 
environment. 

 Personal qualities of integrity, credibility, and dedication to the SMART 
mission. 

 Advanced Excel skills are essential; knowledge of Sage 300 (ACCPAC) a plus. 
 

PHYSICAL REQUIREMENTS 
While performing the duties of this job, the employee will be required to use a computer 
in an office setting and occasionally conduct meetings in other environments. The noise 
level in the work environment is usually moderate. 

 
GENERAL REQUIREMENTS 

The above statements are intended to describe the general nature and level of work 
being performed by individuals assigned to this position.  They are not intended to be 
an exhaustive list of all duties, responsibilities, and skills required for the position. 
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