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Director of Finance Position Description

Full-Time 40 hours per week, reports to the Executive Director, Regular work schedule Monday through Friday 8am-5pm, Accommodations will be needed for occasional events and other responsibilities.

General Description

The Director of Finance is a senior position in our organization which performs a wide variety of Accounting, Financial, and Human Resource management duties that support our programs and operations. Habitat for Humanity of North Idaho provides multiple community programs including Home Building, Home Repair, Mortgage Origination, Mortgage Servicing, and ReStore Retail Operations. Daily activities vary due to the diverse nature of the organization, which include but are not limited to:
Knowledge of Habitat for Humanity

· Become familiar with the mission, vision, history of Habitat for Humanity of North Idaho.  Must be able to speak knowledgeably about the work of our affiliate.  Will represent Habitat to the community through meetings and presentations as needed.  

Advanced Accounting and Management
· The Director of Finance will adhere to Habitat’s covenant and policy whenever representing Habitat.  The Director of Finance will acknowledge and abide by all federal and state laws regarding the prohibition of discrimination based on age, gender, marital status, race, creed, color, religion, of physical sensory or mental handicap or disability while working with Habitat for Humanity of North Idaho clients, employees, or volunteers.

· Works with the Finance Committee and Executive Director to develop annual budget and accounting policies and procedures for the affiliate.  Recommends updates to procedures as needed.

· Responsible for most Human Resource duties including background checks, work eligibility verification, and other duties as assigned.
· Enters journal and ledger entries in the affiliate’s accounting system. Makes and files copies of source documents according to generally accepted accounting procedures.

· Produces monthly, quarterly, annual, and other reports as directed by the affiliate Treasurer.  
· Prepares and files monthly, quarterly, and annual tax reports.

· Works closely with the Executive Director to facilitate the affiliate’s annual external audit. 

· Prepare W-2’s and 1099’s annually.
· Maintains and collects Mortgage Accounts as well as the escrow accounts for borrower down payment funds or taxes and insurance.  
· Process and mails monthly Mortgage statements and annual Mortgage and Escrow Account reconciliation statements. 

· Manages collection procedures as necessary.

· Responsible for general financial management functions including ReStore cash operations management and organizational risk management.
· Ensures that the affiliate insurance policies are sufficient and well maintained including lists of insurance providers, coverages, and costs. 
· Other duties as assigned.

Other Accounting and Office Functions

· Performs all A/P, A/R, Purchasing and Procurement, Construction Job Costing, and Payroll accounting functions including all entries in the affiliates accounting system and other duties as necessary.
· Process bi-monthly payroll.  Insures all payroll taxes are filed and paid and reports filed in a timely manner. 

· Ensures that sales tax is paid and reports are filed in a timely manner.

· Prepares project cost reports for houses under construction for board meetings and home sales.

· Processes other Habitat forms dealing with accounting, such as in kind donations. Ensures that accounting files are kept current.

· Performs monthly reconciliation of bank accounts and credit card accounts. 

· Generates required reports as needed in coordination with the other staff and volunteers.  These include but are not limited to paperwork needed for grants, loans, and home closings.
· Other duties as assigned.

Essential Skills and Traits
· Must be able to work in a fast-paced environment with irregular workloads.

· Must be able to interpret and apply complex financial regulations and federal or state statutory requirements.
· Must be able to work both independently without supervision and as member of a team or group.

· Must be willing to continually improve personal knowledge through research or training, and apply that knowledge to assigned duties.
Description of an ideal candidate:

· Bachelor’s Degree in Accounting or equivalent accounting certifications or training.
· Five years professional experience in accounting management required with experience in non-profits and mortgage lending preferred.

· Minimum of five years experience with QuickBooks Premier including Quick Books Payroll or equivalent accounting software.
· Certified Payroll Professional and QuickBooks certifications or equivalent preferred.
· Proficient with software suites such as Microsoft Office, Mortgage Origination and Servicing Software, Adobe Acrobat, and other software as needed.
· Ability to show tolerance to wide diversity of individuals including those with different racial, cultural, ethnic, religious, social or sexual orientations.
· Ability to maintain guidelines and procedures of Habitat while showing understanding and compassion for partner families, volunteers, and others.

· Knowledge and ability to perform basic office functions such as answering phones, filing materials, etc.  
· Ability to present to community groups as needed
· May need to lift objects up to 30 lbs.  
· Other duties as assigned
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