
Vice President of Finance and Chief Financial Officer                                                        
Reports to: President 
 

Revised: 06/18/2019 
 

JOB SUMMARY  
The Vice President of Finance and Chief Financial Officer is responsible for oversight of all financial operations of the Agency, 
within legal and regulatory guidelines.   
 
 
ESSENTIAL JOB FUNCTIONS (RESPONSIBILITIES) 
 

1. Responsible for all financial operations of the Agency. 
2. Insures that Agency resources are managed responsibly. 
3. Works closely with the Agency President to insure financial security of the Agency. 
4. Oversees all business functions of the Agency including preparation of budgets and insuring proper management of 

payables, receivables and payroll. 
5. Insures that all financial functions and reports are completed and submitted timely, per Agency policy and procedure 

and legal and regulatory guidelines. 
6. Leads and develops staff in the Finance, Insurance Billing and MIS areas, to include hiring, performance management, 

scheduling and assignment of duties, and other management responsibilities as required. 
7. Demonstrates the ability to serve as a successful participant on the Leadership Team and to interact effectively with the 

Agency’s Board of Directors. 
8. Prepares and professionally presents accurate financial reports to the Leadership Team, Finance Committee, Board of 

Directors, and The Rainbows United Charitable Foundation Board.  Serves as a member of the Finance Committee and 
coordinates the Committee’s activities. 

9. Supports the fundraising activities of the Agency, providing information and expertise as needed. 
10. Affiliates with appropriate financial networks and organizations. 
11. Serves as a role model and mentor of the Agency’s Guiding Principles. 

 
QUALIFICATIONS  
 

 Bachelor’s degree in Accounting, Finance, Business, or a relevant field required.   

 Master’s degree preferred.  

 Certified Public Account (CPA) licensure preferred. 

 Experience in auditing, compliance, budgeting, and resource development required. 

 Minimum of 7 years proven leadership experience required, preferably in a not-for-profit setting.  

 Experience collaborating with a multidisciplinary, diverse, and dynamic team. 

 Personal qualities of integrity, creditability, and a commitment to Rainbows’ Mission. 
 
SKILLS 

 Knowledge of all applications of financial accounting, including regulatory requirements.   

 Excellent supervisory and people skills. 

 Above average oral and written communication skills.   

 Computer skills to include a working knowledge of accounting and industry related software, data bases and 
Microsoft Office programs.   

 Must be a self-starter, detail oriented, able to multitask and work independently, and have excellent organizational 
skills. 

 
 
FLSA CLASSIFICATION: Exempt 
 
WORK PACE: Self-paced, requiring the ability to think and act quickly and efficiently in a fast-paced, demanding work 
environment.   
  
WORK ENVIRONMENT: This position operates in a professional office environment, utilizing standard office equipment. 
 
PHYSICAL DEMANDS: 
May require frequent extended work days.  Requires some travel between RUI sites, other community agencies and throughout 
the state. 
Sitting:          6 - 7 hours in an 8 hour work shift; may occasionally alternate to standing or walking. 
Standing:      1 - 2 hours in an 8 hour work shift.  Alternates to sitting on a frequent basis 
Walking:       1/2 - 1 hour in an 8 hour work shift. 
_________________________________________________________________________________________________ 
FREQUENCY: Never = 0%    Rarely = 1 - 10%     Occasionally = 11 - 33%     Frequently = 34 - 66%     Continuously = 67 + % 
_________________________________________________________________________________________________ 



 
LIFTING: 
WEIGH                          FREQUENCY                           OBJECTS 
1 - 10 lbs.                       Frequently                                Books, supplies and files. 
11 - 20 lbs.                     Occasionally                             File boxes and copy supplies 
20 - 35 lbs.                     Rarely                                       Equipment and boxes of supplies. 
 
CARRYING: 
WEIGHT                        FREQUENCY                            OBJECTS 
1 - 10 lbs.                       Frequently                                 Books, supplies and files. 
11 - 20 lbs.                     Rarely                                        File boxes and copy supplies 
20 - 35 lbs.                     Rarely                                        Equipment 
Bending:                         Rarely                                         
Squatting:                       Rarely 
Kneeling:                        Rarely 
Climbing:                        Rarely - stairs (Frequently for multi-level facilities) 
Grasping:                        Frequently    
Reaching:                       Occasionally  
Fine Manipulation:          Continuously 
Driving:                           Occasionally 
 
I have read the qualifications and requirements for the position of Vice President of Finance and Chief Financial Officer. To 
the best of my knowledge, I believe I can perform these duties. 
 
 
______________________________________________________  ___________________________   
Employee Signature        Date 


