


 
C.A.C.S. INC. JOB DESCRIPTION 

 
Division:  Head Start and Early Head Start  
Job Title:  Director of Finance   
Classification:  Professional 
FLSA:   Exempt 
 
Job Summary: 
The Director of Finance reports directly to the Executive Director and is a member of the Agency’s executive team.  The 
Director of Finance provides the Program Directors, Executive Director and Board of Directors with relevant financial 
data necessary for budgetary and financial decisions.  Additionally, the position oversees the efficient and timely 
performance of the Finance Department.   
 
I.     Job Requirements:    

• 5+ years of experience overseeing the financial operations of a not-for-profit with at least $10 million in 
annual revenues; including: 
• Experience analyzing and interpreting highly complex financial data 
• Experience budgeting and accounting for grant-funded programs 
• Experience with Head Start programs and their financial performance requirements 
• Extensive experience working with the federal Uniform Grant Guidance  
• Experience overseeing and maintaining agency policies such as the Financial Procedures Manual and 

the Cost Allocation Plan 
• Experience overseeing staff and their assignments 
• Experience overseeing the accounts receivable function and collecting outstanding reimbursements 
• Experience overseeing the accounts payable function and the related tax reports 
• Experience overseeing the payroll function and the related tax reports 
• Experience overseeing employee benefits and the related tax reports 
• Experience using Generally Accepted Accounting Principles (GAAP) to prepare Financial Statements 
• Experience working with auditors to complete the Single Audit and Retirement Plan Audits 
• Experience writing Requests for Proposals (RFP) for goods and services 
• Experience negotiating employee benefit plans with carriers 
• Experience negotiating business insurance policies 

• Possession of a Bachelor’s Degree in Accounting; a Master’s Degree in Accounting, Business 
Administration, or a related field is highly desirable 

• Possession of an active CPA license is highly desirable 
• Must undergo and satisfactorily pass at the time of hire and periodically thereafter pursuant to federal 
and state laws, Head Start Performance Standards, and Agency Policy and Procedures: 
• Criminal History Search including Federal Fingerprint Clearance 
• Child Abuse and Neglect Central Registry Clearance 
• Physical examination, Tuberculosis (TB) test and drug screen 
• Valid Michigan Operator License or State ID 

• Must possess the ability to: 
• Keep current on professional licenses and certifications as needed. 
• Work on multiple tasks and be able to organize and prioritize tasks efficiently. 
• Properly stoop, bend, lift, climb stairs, and expend moderate physical exertion. 

 
 
II.   Responsibilities  

• Supervises the operations of the Finance Department and its staff. 
• Prepares accurate and timely financial and other reporting as required for internal management and/or 

funding sources.  Assists Program Directors in identifying and addressing budget variances. 
• Provides financial reports, support and guidance to the Board Audit, Budget and Finance Committee in 

analyzing the Agency’s financial position. 
• Oversees the timely and accurate payment of all Agency liabilities. 
• Oversees the timely and accurate collection of all Agency receivables. 
• Assists Program Directors in the preparation of budgets and grant applications. 



• Maintains a positive liaison with auditors, funding sources and stakeholders. 
• Maintains a thorough understanding of funding source rules and regulations. 
• Maintains a thorough understanding of Agency Policies & Procedures. 
• Develops and maintains the Agency Financial Procedures Manual. 
• Oversees the annual Agency audit process: 

•  Coordinates preparation of the Agency’s financial statements in accordance with Generally Accepted 
Accounting Principles (GAAP) 

•  Responds to inquiries from the auditors 
•  Facilitates communication between the auditors, Agency staff and the board of directors 

• Prepares the annual Agency budget. 
• Prepares the Agency indirect cost rate proposal and annual cost allocation plan. 
• Recommends and assists in the installation of new or modified accounting systems, procedures, terms and 

other financial and administrative matters. 
• Other duties as assigned. 
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