NELSON COMMUNITY SERVICES 
JOB DESCRIPTION

JOB TITLE:		FINANCE MANAGER
Reports to:		Executive Director
Classification:		Excluded
Supervises:		Finance Assistant (1) - contractor
Effective Date:		September 2026
Last Updated:		September 2026
Job Summary:	The incumbent provides overall leadership and oversight of the organization's financial operations, ensuring sound financial management, accountability, compliance and long-term financial sustainability. Working closely with the Executive Director, Board/Treasurer, program leadership and Finance Assistant, the Finance Manager oversees budgeting, financial reporting, cash flow, audit requirements, government and funder reporting, internal controls and financial planning. The Finance Manager is a key member of the organization's leadership team and provides the Executive Director and Board with timely, accurate financial information to support informed organizational decision-making a variety of accounting and bookkeeping services, producing relevant financial reports, maintaining various accounting records and files, and supervising other finance personnel.

Duties and Responsibilities:

1. Financial Leadership & Oversight
· Provide overall financial leadership and ensure appropriate financial policies, procedures and internal controls are in place.
· Monitor the organization's financial position, cash flow, revenue and expenditures.
· Identify financial risks, pressures and opportunities and bring them forward to the Executive Director and Board.
· Ensure appropriate separation of financial duties and accountability.
· Provide financial advice and support to the Executive Director and leadership team.
· Maintains a General Ledger

2. Budgeting & Financial Planning
· Lead the annual organizational budgeting process in consultation with the Executive Director and program leadership.
· Develop and maintain program and organizational budgets.
· Monitor actual results against budget and investigate significant variances.
· Prepare financial projections and cash-flow forecasts.
· Support longer-term financial planning and sustainability initiatives.
· Assist leadership with financial implications of new programs, grants, staffing changes and other organizational decisions.
3. Financial Reporting
· Prepare accurate and timely monthly financial statements and management reports.
· Provide the Executive Director and Board/Treasurer with clear financial information, including budget-to-actual reporting and explanations of significant variances.
· Prepare financial information for Board meetings and committees.
· Ensure program managers and directors receive appropriate financial information for their areas of responsibility.


4. Grant & Funder Financial Management
· Oversee financial requirements associated with government, foundation and other funding agreements.
· Monitor restricted and unrestricted funding.
· Ensure expenditures are appropriately allocated to programs and funding sources.
· Prepare or oversee financial reports required by funders.
· Monitor grant budgets and deadlines and identify potential issues early.

5. Year-End, Audit & Compliance
· Coordinate the organization's annual year-end process and external audit/review.
· Work with the external accountant/auditor to provide required documentation and information.
· Ensure appropriate financial records are maintained.
· Monitor compliance with applicable accounting, charitable/non-profit, payroll, tax and regulatory requirements.
· Maintain and update financial policies and procedures as required.

6. Payroll & Human Resources Financial Support
· Oversee payroll processes and ensure payroll information is accurate and submitted on time.
· Review payroll reports and related remittances.
· Work with the Executive Director and HR/administrative staff on the financial implications of compensation, benefits and staffing changes.
· Ensure appropriate vacation, leave and other payroll-related liabilities are monitored.
· Administers the Agency’s staff Wages and Benefit Plans in accordance with the Collective Agreement


7. Accounts Payable, Receivable & Banking Oversight
· Oversee accounts payable and accounts receivable processes.
· Review and approve financial transactions within delegated authority.
· Oversee bank reconciliations and banking activities.
· Monitor receivables and follow up on outstanding amounts.
· Ensure appropriate documentation and authorization for expenditures.

8. Leadership & Organizational Support
· Participate as a member of the organization's leadership team.
· Provide financial education and support to program leadership where appropriate.
· Help develop financial understanding and accountability across the organization.
· Contribute to strategic planning and organizational decision-making.
· Support the Executive Director and Board in maintaining the organization's financial health and sustainability.
· Supervises other Finance personnel as required
· Attends regular supervision with the Executive Director, including the development of an annual performance review and training plan; attends Agency staff meetings.
· Performs other related duties as assigned by the Executive Director.

9. Additional Skills 
· Superior computer skills and working knowledge of relevant software programs and other office equipment.
· Demonstrated ability to type a minimum of 50 words per minute
· Ability to respond effectively to others’ inquiries




Qualifications & Experience

· Professional accounting designation or equivalent combination of education and experience preferred.
· Significant experience in financial management, preferably within a non-profit, charitable or community-service organization.
· Strong proficiency in Microsoft Excel.
· Experience with budgeting, financial reporting, grant accounting and year-end processes.
· Strong understanding of internal controls and financial policies.
· Experience working with accounting software and financial reporting systems.
· Strong analytical, organizational and communication skills.
· Ability to work independently and manage competing priorities.
· Demonstrated discretion when handling confidential information

Role Expectations

The Finance Manager is expected to:
· Maintain a high level of confidentiality, integrity and professionalism.
· Exercise sound financial judgment.
· Communicate financial information clearly to individuals without financial backgrounds.
· Work collaboratively with program and administrative staff.
· Identify issues proactively rather than simply reporting problems.
· Maintain accurate, organized and accessible financial records.
· Ensure continuity of financial operations and appropriate documentation of key processes.
· Must be able to work flexible hours to meet the demands of the position

Additional Information

3 days per week, with flexibility in scheduling based on organizational requirements, Board meetings, year-end and reporting deadlines.
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