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Opportunity Profile
Finance Director
Position Summary:
Reporting to the Executive Director and as a member of the Leadership Team, the Finance Director is accountable for the overall management of all agency financial services. The Finance Director manages an Assistant Finance Coordinator, works directly with an external auditor and the Board of Directors’ Audit Committee and Finance Committee as well as with the Board Treasurer, Program Director and the Executive Director. The Finance Director is responsible for the management and control of cash flow, payroll, accounts receivables, accounts payables, general ledger and Financial Assistant Fund for clients; investing surplus cash holdings to achieve maximum return; obtaining data required to establish the agency’s annual budget including the staffing component; preparing financial reports for review of the Executive Director and the Board of Directors; overseeing information services i.e. computer, telephone system, call system, and other electronic equipment; providing guidance with human resource and labour relation issues.

The Finance Director is responsible for the various reporting templates established in collaboration with Vancouver Coastal Health Authority to support the provision of the service and for the collection of defined financial and administrative reports. 
Duties:

Accounting and Finance:
· Develops, implements, monitors, evaluates budgetary planning, accounting systems and asset control policies, procedures and programs, within the objectives set by/with the Finance Committee and within resources allocated.

· Participates with the Executive Director, Board of Directors and management team as a strategic partner in the development of strategic plans and the development of corresponding short and long term financial plans.
· Identifies, manages, monitors and evaluates standards of financial operation and series within generally accepted accounting principles. Develops work procedures and ensures that department standards are maintained transactions are accurate and deadlines are met. Provides input on policies and operational requirements to the Executive Director

· Prepares or ensures the preparation of, and verifies the accuracy of accounting reports and records such as balance sheets, income statements, general ledger and annual T4 Slips, T4A Slips and will supervise staff.

· Responsible to adhere to the regulatory reporting required by funding sources, within the expected timelines.
· To ensure effective cash management in terms of risk, return and obligations within the guidelines established by the Finance Committee

· Coordinates the development and compilation of all departmental annual operating and capital budget information and ensures inventory control for Insurance purposes. Reviews, advises on and maintains adequate insurance coverage.
· Works with the Program Director on budget prep and monitoring.
· Works with the Program Manager and Clinical Supervisor and Program Coordinators on budgets and program guidelines

· Responsible for purchasing and associated costs controls

· Oversees cost control and reporting requirements for the Resource Development Program

· Follow up on overdue accounts and makes decisions regarding related action.  Identifies reasons for discrepancies and takes corrective action.

· Acts for the Executive Director in his/her absence.

· Develops and manages the HR systems and employee information, and advises the Executive Director on HR issues.

· Works with the Executive Director and Leadership Team in developing new initiatives to support the strategic direction of the organization

· Coordinates the financial systems and controls for the fundraising events and grants

· Fulfills the role of Acting Executive Director during periods of absence of the Executive Director.

· Prepares the program budget and work with finance team on on-going financial matters
· Works with the Executive Director in staff planning and organizational structure

· Work with the Executive Director and Board in the Union negotiations

Human Resources

· Works with the Program Director in determining costings for staff and program costs and other relevant issues regarding hiring.

· Creates postings in accordance with the agency’s policies and the collective agreement.

· Responsible for hiring, dismissal and contract negotiations of all Finance Department staff.

· Participates in all Labour Relations activities with the Executive Director and as required, Program Director;

· Utilizes the two Collective Agreements (HSPBA and HSSCSA) for purposes of interpretation and application within the agency and consults with HEABC as needed.

· Recruitment and selection of staff by performing duties such as reviewing applications, collaboration in the development of interview questions and participate on interview panels. Perform all background checks and references.
· Orientation of new staff reports to the agency and departmental policies and procedures.

· Performance evaluations of staff reports, 
· Goal setting, monitoring performance and corrective measures.

· Ensure new staff receive an appropriate orientation

· Oversee staff performance assessments in a timely and consistent manner

· Work with Executive Director and the fund development team on proposals for value-add services

· Work with the Executive Director and Program Director to ensure programs operate within budget

This job description is not intended to be all-inclusive. Employees may be required to perform other related duties, to meet the ongoing needs of the organization.
Qualifications and Experience 
· Qualified Accountant with a CGA or CA designation.

· 5 years of experience as a designated accountant.

· 3 years recent supervisory or managerial experience in a non-profit, multidisciplinary setting.

· Extensive knowledge and an understanding of community based services for persons living with HIV, persons with disabilities, evidence based practices, current trends in funding and service provision, and emerging ideas and thinking regarding service innovation and community inclusion.
· Knowledge and proven success in program development and program evaluation

· Understanding of finance and a history of fiscal management

· Understand change management and has experience in implementing program changes/restructuring.

· Understanding of collective agreements and the implications of supervising staff in a workplace with multiple collective agreements

· Strong leadership skills and relationship management skills

· Experience and success in contract management
· Excellent networking skills, both internal and external

· Excellent skills in preparing and making public presentations and representing the agency in varied and complex settings

· Proven ability to build a positive professional environment and work with staff teams to build a vision, execute and evaluate successful programs and actively engage in group- oriented problem solving
· Proven ability to scan the external environment, see potential opportunities and threats, and actively strengthen the organizations capabilities for new initiatives.
· Flexibility to meet constantly changing demands of the workplace

· Computer literacy with strong knowledge of Excel, Sage 300, MS Office and intranet.

· Knowledge of principles and practices related to accounting and financial and budget management

· Ability to develop, evaluate and monitor financial systems and procedures.

· An appreciation for, or working experience, in a non-profit setting is essential

· Excellent interpersonal and communication skills

· Valid driver's license and available vehicle/transportation with adequate insurance.

· Criminal record check is required.
The Person
The Finance Director should be a refined leader who is experienced in the complexities of financial management and accounting in the non-profit sector and a change agent who is able to articulate and execute a bold direction. Possessing an inclusive and collaborative leadership style, the Finance Director engages with staff, partners, community members, clients and the public at large. The Finance Director should also be decisive, and possess sufficient financial acumen and political savvy to assist the leadership team of AIDS Vancouver with complex decision-making and guide the Society staff through new initiatives, often involving complex program situations.

Competencies and Personal Characteristics 
Leadership - Achieves desired organizational results by compassionately supporting the contribution of others; a proactive and positive team player who acts with a sense of urgency and leads by example; sets and communicates clear goals. 
Accountable – Holds self and others accountable for responsibilities; focuses on results and measuring attainment of outcomes in a business focus. 
Strategic – Develops/implements a plan in support of organizational strategic direction. Demonstrates an understanding of the link between job responsibilities and overall organizational goals and needs, and performs one’s job with the broader goals in mind. 
Integrity and Honesty – Demonstrates a resolute commitment to and respect for the core values of the organization, setting an example of empathy, professionalism and ethical propriety. 
Creativity and Innovation – Develops new insights into situations; questions conventional approaches; encourages new ideas and innovations; designs and implements new, cutting edge programs/processes. 
Effective Working Relationships – Treats colleagues, staff, and members with respect; resolves conflicts respectfully, in a timely manner; negotiates effectively; provides effective feedback to colleagues/employees. 
Adaptable and Integrative – Has an honest and open approach to working with others; quickly integrates within an organizational culture that is defined by diversified skill sets all rowing in the same direction; builds relationships and develops/maintains partnerships, obtaining stakeholder agreement. 
Communication – Clearly presents written and verbal information and writes with clarity and purpose; communicates effectively in both positive as well as negative circumstances; listens well. 
People Development – Fosters long-term learning and development of others through coaching, managing performance, continuing education and mentoring; formally recognizes deserving staff and colleagues. 
Client Focused – Anticipates, responds, and attends to the needs of clients and other stakeholders of the organization; keeps clients’ interests in the forefront.

To explore this opportunity, please forward your cover letter, resume, along with salary expectations in confidence to Dr. Brian W. Chittock, DBA, Executive Director, AIDS Vancouver via email only: brianc@aidsvancouver.org
Only short-listed candidates will be contacted. No phone calls please. 
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