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Director of Finance Job Description
Reports to Executive Director
Full Time Exempt

The role of the Director of Finance for Catawba County United Way is to manage, report on and analyze all funds received by the agency, including but not limited to, annual campaigns, grants and donor contributions and payables.  The Director of Finance must ensure all ethical, legal and required principles of accounting and transparency are adhered to .  

Requirements:	Bachelor’s degree in accounting or related degree, with Associates degree accepted with related work experience; Valid NC driver’s license; ability to pass a criminal background check and drug test;  demonstrated understanding of accounting principals,  exceptional ability to communicate clearly and listen; familiar with Microsoft Office programs; flexible scheduling; able to stand, sit, reach, bend, stoop, grab, kneel, crouch and dexterity of hands; be able lift or move up to 25 pounds; be able to occasionally travel out of county; Understand and support the United Way mission and vision.

Essential Functions									% of time	
Business Functions									60%

     	Manage all financial aspects of the organization, including payroll, receivables, payables, tax and account reconciliation; create and present financial reports as required by internal constituents or as required by law or ethics; serve as advisor to committees as needed; Reconcile all pledges and donations and ensure they are entered into appropriate software; Arrange for all deposits; reconcile credit card statements; provide trend analysis to ED and board; Work closely with ED to ensure financial needs are met by banking partners.  Oversee the spending and collection of monies for Christmas Bureau and other programs, working closely with ED and assigned volunteer;  Coordinate with donors to ensure timely receipt and understanding of donations and receipt; Oversee agency allocations, designations and donor statements.   

Operational Requirement Duties								15%
	Ensure Audit is performed annually; ensure auditor has all information needed; ensure annual 990 is completed; ensure annual recertification of solicitation license; work with ED to secure auditor and solicit bids as needed; Ensure all needed insurance policies are in place and up to date; DB II and  World Wide certification reporting.  

Benefit Management									10%
	Coordinate with Insurance agent on benefits, assist with enrollment for employees; work with ED to evaluate annually benefits and costs and seek new plans as needed; coordinate deposits into retirement accounts; work with ED to evaluate retirement plan as needed.  

Community Awareness Events							10%
	Participate in, plan and coordinate Community events and United Way functions to increase awareness of CCUW in the community.  

Oher Duties as assigned 								5%



I have read and understand this job description and certify that I have no conditions that would prevent me from meeting the requirements and job duties essential functions.




Employee Signature								Date



Supervisor Signature								Date
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