
KIPDA 

POSITION DESCRIPTION 

 

 

 

Class Title: Director of Finance 

 

Supervisor: Executive Director 

 

Supervises: Division of Finance Staff  

 

Class Characteristics: This position is responsible for directing KIPDA’s financial 

activities in conformance with generally accepted accounting principles and 

compliance with federal and state regulations. 

  

General Duties and Responsibilities: 

 

1. Coordinates with Division Directors and Social Services’ Finance and Contracts 

staff to develop and monitor the agencywide budget including any necessary 

amendments. 

 

2. Presents balance sheet and revenue and expenditure report to the KIPDA Board 

of Directors’ monthly meeting. 

 

3. Reviews and approves contract disbursements for compliance with procedures 

and regulations.  

 

4. Provides oversight and administration of Agency’s financial software, including 

Grants Management Systems (GMS) and Mains’l; assesses software needs and 

efficiencies of the Finance Division, as necessary. 

 

5. Assists with annual audit of KIPDA’s financial operations and the auditors’ report 

and presentation to KIPDA’s Board of Directors and funders; follows-up on any 

findings and recommendations. 

 

6. Confers with Executive Director on financial policy-related issues.  

 

7. Collaborates regularly with funding sources including any required periodic billing.  

 



8. Serves as Acting Executive Director in absence of KIPDA’s Executive Director.  

 

9. Performs related duties as required. 

 

Non-essential:  None. 

 

 

DESIRABLE QUALIFICATIONS 

 

Training and Experience: Bachelor’s Degree in Accounting, Finance, or a related field 

preferred and 5 years’ experience in government accounting/finance including 

supervision of staff; CPA certification preferred, but not required. 

 

Special Knowledge, Skills and Abilities: 

 

1. Thorough knowledge of accounting principles and procedures, audit processes, 

federal and state regulations, and office procedures, practices, systems, and 

software as applied to financial operations. 

 

2. Ability to apply accounting principles to the maintenance of extensive financial 

and accounting transactions. 

 

3. Ability to analyze and evaluate accounting/financial operations and to determine 

if corrective action is required. 

 

4. Ability to prepare financial reports and statements in accordance with generally 

accepted accounting principles, and state and federal requirements. 

 

5. Ability to establish and maintain effective working relationships with co-

workers, Board members, and funders. 

 

6. Ability to express ideas clearly, verbally, and in writing. 

 

7. Extensive independent judgment on technical accounting related problems. 

 

ADDITIONAL REQUIREMENTS 

 

 Instructions:  Must use own judgment most of the time. 

 



Processes:  Refine existing work methods and development of new 

techniques, concepts and programs within established limits or policies, as 

needed. 

 

Review of Work:  The Executive Director reviews work performed, as 

needed.  

 

Analytical Requirements: Assignments require continual analysis of figures, 

data trends, and results of all kinds that directly affect the organization.  

Duties are of an advanced or technical nature, requiring accuracy in program 

software and financial matters. 

 

Tools, Equipment and Vehicles Used: Normal office equipment (computers, 

calculator, copier, telephone, fax machine, etc.).  High-level of proficiency in 

Microsoft Office products including Word, Excel, PowerPoint, and Outlook. 

 

Physical Requirements of the Job: Work is typically performed indoors at a 

desk or table in a climate-controlled environment.  Local, state and national 

travel is required. 

 

Contacts: Frequent public and private contacts requiring tact and diplomacy 

are requirements of the job. 

 

Confidential Information: Regular use of confidential information is a job 

requirement. 

 

Mental Effort: Heavy. 

 

Interruptions: Constant. 

 

Special Licensing Requirements: Must possess and maintain a valid driver's 

license. 

 

 Availability: Attend evening and/or weekend meetings, if needed. 

 

 Certification Requirements: None 

 

 Additional Requirements: None. 

 



 Overtime Provision: Exempt. 


