                                                                                                                                                                                                                                                                              Job Title: Director of Finance and Administration
Department: Administration
Reports to:  Chief Operating Officer, Executive Director

Date Modified: August 1, 2007
I. PURPOSE OF THE JOB: 

· Budget, negotiate, review and report funding from international program grants and  DMR contracts (25% time)
· Administer relationship with DMR and funding agencies.  Monitor program directors around financial management matters. (25% time)

· Develop and execute organization’s operational functioning with C.O.O. (25% time)

· Financial management and expenditure control for Country Store. (25% time)
II. ESSENTIAL FUNCTIONS AND RESPONSIBILITES:
· Administer international grant and other funding.
· Develop budgets and financial policies for USAID funded programs.
· Oversee billing and expenditures for international programs.
· Reporting on financial aspects of Federal grants and budgets.

· Review DMR contracts and amendments annually and negotiate (in partnership with COO) new contracts.

· Budget and financial communications wit Program Directors.

· Financial management of Country Store profit-and-loss situation.

· Administer improvements in operating procedures with C.O.O.
III. OTHER DUTIES AND RESPONSIBILITIES:
· Receive and process referrals for service.

· Attend program director meetings.
IV. SUPERVISORY RESPONSIBILITIES:

· Supervises program directors budgeting and financial management.
V. KNOWLEDGE AND SKILLS:

· Is familiar with and accepting of the guiding principles of the Polus Center, and is willing to strive to uphold, implement, and share those principles with individuals receiving services and their networks.

· Possesses excellent written and oral communication skills.

· Holds Master’s (preferable) or Bachelor’s degree or equivalent experience in Business, Non-Profit Administration, Finance.
· Budget writing and monitoring (some accounting knowledge).
· Training in USAID grant rules and regulations.

· Familiarity with DMR rules and regulations.

· Negotiating skills.
VI. FISCAL RESPONSIBILITY:
· Develop budgets for USAID funding.
· Overseee billing and reporting for international programs.

· Develop domestic budgets and track trends in expenditures.

· Negotiate DMR contracts.

· Signing authority in absence of CEO and COO.
VII. PHYSICAL DEMANDS:
· Ability to lift thirty pounds (helpful, not required).
· Normal office and travel working conditions.
VIII. WORKING CONDITIONS AND ENVIRONMENT

· Travel frequently within state.
· Travel to negotiations for contracts within U.S, occasional international travel. 
