
   

 

 
JOB DESCRIPTION  

 
Position:     Director of Finance                             

Reports to:    Executive Director 

Salary:       100,000 to 115,000 per year 

FSLA Classification:  Exempt 

Location:    YWCA Cambridge, Central Square        

Effective Date:   

 

The YWCA Cambridge is dedicated to eliminating racism, empowering women, and 

promoting peace, justice, freedom, and dignity for all. 

 

The YWCA Cambridge (YWCA) was founded in 1891 and continues its mission of eliminating 

racism, empowering women and promoting peace, justice, freedom and dignity for all. The YWCA 

Cambridge has been an advocate for human rights and has provided safe, affordable housing and 

services for women and girls for over 125 years. After the industrial revolution when women and girls 

were displaced to urban areas in New England to work in inhumane conditions, the YWCA Cambridge 

opened a boarding house and providing services to these young factory workers. Our founders 

understood that to become independent, women needed a safe environment in which to learn essential 

professional and daily living skills. Long after its founding, the YWCA has continued to adapt to a 

changing world, and today the YWCA Cambridge is an institution in Cambridge, housing the city's 

largest women's residential facility and hosting a variety of programs designed to appeal to a broad 

range of interests. In its efforts to be a powerful advocate for women, the YWCA Cambridge provides 

safe, affordable housing and services for women and girls.  

 

Position Summary: 

The Director of Finance is the chief financial officer of YWCA Cambridge and related legal 

entities.  In this regard, the DF provides real-time financial information, budgets, and financial 

forecasts on a scheduled basis and as needed to the Executive Director and Finance Committee.  

They  play a key role in the strategic planning of the organization and are expected to attend 

Board meetings and prepare and give reports and external stakeholders. 

 
As a hands-on position, the Director of Finance for the day-to-day accounting and banking 

activities of the YWCA and its LLCs.  A primary focus is to use sound accounting and reporting 

practices that meet generally accepted standards established by the accounting profession and 

regulatory agencies. 

 

Essential Functions: (The following is a list of essential functions, which may be subject to 

change at any time and without advance notice. Management may assign new duties, reassign 

existing duties, or eliminate role. Duties include but may not be limited to the following.) 

● Work closely with the ED to design and implement the strategic plan. 

● Produce accurate and timely monthly financial reports and dashboards.  



    

 

 

● Perform financial day-to-day transactions including accounts payables, accounts 

receivables, closing general ledger entries, and ensures that all general ledger accounts are 

reconciled to subsidiary records monthly. 

● Perform monthly reconciliations of bank accounts, credit card accounts and the 

reconciliation of accounts that are synced to the computerized accounting system. 

● Prepare monthly and quarterly invoicing of grants and contracts. 

● Process cash deposits and payments made within the Organization’s Fundraising 

system. 

● Complete the filing of financial forms and other compliance reports. 

● Produce financial statements profit/loss statements, budget to actual, and profit and loss 

by customer for managers. 

● Oversee the annual audit and UFR. 

● Prepare the annual budget by assisting managers in the development of their budgets for 

the YWCA Cambridge and present the compiled annual budget for Board approval.  

● Manage all grant contract compliance under OMB A-122, local regulations/statutes, and 

grant specific terms 

● Update internal policies, procedures and controls to govern the fiscal activity of the 

organization. Ensure compliance with all applicable city, state, federal and professional 

standards and regulations. 

 

 

Preferred Qualifications  

● Education: Bachelor’s Degree in Accounting, with a Master’s in business, finance, or 

related field desired. 

● Experience: Five (5) years of experience in nonprofit management, with at least three 

(3) years of experience in an accounting position performing financial duties. Experience in 

non-profit accounting, creating and overseeing budgets, forecasting, accounts receivables and 

accounts payables. Experience in the management of public funds allocated through state, city, 

and federal grants and contracts. 

● Skills: Proficient in accounting software packages (i.e. QuickBooks and Bill.com), 

MS Office (Excel, Word, PowerPoint), Google Suite (Google Calendar, Sheets, Docs, Forms, 

Slides). Ability to work collaboratively on diversity, equity, and inclusion. 

● Excellent oral written communication skills. Must be able to effectively communicate 

with staff, vendors, and other external service providers as well as all levels of staff and the 

Board of Directors. 

● Proven ability to be a self-starter with an entrepreneurial spirit.  

 

The YWCA Cambridge encourages applications from individuals regardless of race, color,  

ethnic origin, religion, ability and sexual orientation. 

 

We thank all applicants for their interest. Only those selected for interviews will be contacted. 

 

Submit Letter of Interest and Resume by  July 30, 2021 to: 

 Human Resources, YWCA Cambridge  

 HRresumes@ywcacam.org  

Candidates will be subject to a criminal records check (CORI).   
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