
 

 JOB DESCRIPTION 
 
 Position: Director of Finance and Administration 
 
 Reports to: Executive Director 
 
 
Organization Description:  Food For Thought is a nonprofit organization that provides 
comprehensive nutrition services to people in Sonoma County affected by HIV and other serious 
medical conditions. Our life-giving services include weekly groceries, congregate meals, 
vitamins and supplements, and nutrition education. Located in Forestville in a beautiful building 
surrounded by organic gardens, FFT operates with a staff of 17 and over 500 active volunteers. 
Our agency operates with a culture of philanthropy, in which there is tremendous involvement by 
board, staff, and volunteers to support our fundraising efforts.  
 
The values of community, healing, excellence, and kindness are deeply ingrained in the culture 
of the agency, which seeks to provide both food and love to our clients. The Director of Finance 
and Administration will play a critical role in partnering with the leadership team in strategic 
decision making and operations as Food For Thought continues to grow and expand services. 
This is a tremendous opportunity for a finance and administration leader to maximize and 
strengthen the internal capacity of a well-respected, high-impact organization. 
 
The Director of Finance and Administration will be a strategic thought-partner, and report to the 
Executive Director. The successful candidate will be a hands-on and participative manager and 
will lead and support the following areas: finance, business planning and budgeting, human 
resources, administration, and IT. The Director of Finance and Administration is responsible for 
managing all aspects of the financial systems at Food For Thought. In addition, the position 
provides support to Directors and Managers in the implementation and presentation of 
information vital to making data-based decisions for the organization. 
 
Responsibilities 
Financial Management 

• Prepare comprehensive accurate and timely financial reports and analysis thereof; clearly 
communicate monthly and annual financial statements; and oversee all financial, 
project/program and grants accounting 

• Manage organizational cash flow and forecasting 
• Implement a robust contracts management and financial management/ reporting system; 

ensure that the contract billing and collection schedule is adhered to and that financial 
data and cash flow are steady and support operational requirements 

• Update and implement all necessary business policies and accounting practices; improve 
the finance department’s overall policy and procedure manual 

• Perform full charge accounting functions including: Accounts Payable, Accounts 
Receivable, chart of accounts, payroll, and General Ledger reconciliations 

• Work with Executive Director, Deputy Director, and Finance Committee to prepare 
annual budget along with grant and contract budgets 

• Maintain a documented system of accounting policies and procedures that ensure internal 
controls and compliance 



 

• Manage fixed assets and depreciation 
• Work in partnership with external CPA to complete annual audit and tax filings 
• Assist Directors and Managers with federal/state/county audits and grant reports 
• Coordinate year end 5500 reporting with third party administrator 
• Comply with federal, state, and local legal requirements by enforcing adherence to 

requirements, filing financial reports, advising management on needed actions 
 
Human Resources, Technology, and Administration 

• Work closely with all external partners including third-party vendors and consultants 
• Oversee administrative functions to ensure efficient and consistent operations  
• Negotiate and maintain contracts on equipment as needed (IT, telephone, office space, 

office equipment) and related needs of the organization 
• Assure adequate records retention and historical data 
• Manage insurance policies including workers compensation, health, and general liability 
• Provide supervision and evaluation of office administrative staff and volunteers 

 
Qualifications 

• Bachelor's degree in Accounting/Finance highly desired (or equivalent experience) 
• 7+ years of finance/full charge accounting experience, 3+ in the nonprofit sector 
• Excellent working knowledge of nonprofit GAAP 
• Excellent people skills, including interpersonal skills, oral and written communication, 

and relationship building with internal and external stakeholders including the ability to 
translate financial concepts to – and to effectively collaborate with -- programmatic and 
fundraising colleagues who do not have finance backgrounds 

• A successful track record in setting priorities; keen analytic, organization and problem 
solving skills which support and enable sound decision making 

• Personal qualities of integrity, credibility, and commitment to FFT’s mission 
• Proficient in QuickBooks and Microsoft Office applications 
• Ability to prioritize, multi-task, and manage deadlines 
• Knowledge of CA employment laws and regulations 

 
Compensation: Commensurate with experience; excellent benefits package 
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