
 
 
 
 

 
Responsible to:  Chief Executive Officer 
Position:  Chief Financial Officer  
Status:  Full-time, Exempt 
 
Mission:  To promote philanthropy in Shasta and Siskiyou Counties by connecting people who care with 
causes that matter. 
 
Vision:  Leaving a Legacy in your community now and in the future. 
 
JOB DUTIES: 
 

 Maintain the accounting books and records of the Foundation in accordance with generally 
accepted accounting principles.  

 
 In consultation with the Treasurer and the auditor, develop and administer accounting policies 

and procedures and the day-to-day accounting and internal control activities of the Foundation.  
 

 Complete day-to-day finance tasks including accounts payable, payroll, receipts in accordance 
with the financial policies of the Foundation. 

 
 Enter and post financial data, reconcile bank and investment accounts. 

 
 Complete monthly reconciliations of all asset and liability accounts. 

 
 Prepare monthly financial statements, fund statements and financial reports for Foundation 

Board, committees, and donors as needed. 
 

 Assist the Investment Committee in tracking and reviewing investment holdings and performance.  
Implement the financial decisions of the Investment Committee and the Board of Directors. 

 
 Account for and report on Charitable Remainder Unitrusts. 

 
 Administer the financial aspects of the Foundation’s spending policies and administrative fee 

policies for all funds.   
 
 Assist and coordinate with the auditors in the completion of the annual audit and the preparation 

of tax returns. 
 

 Attend Board and other committee meetings and make financial presentations as requested.  
 

 Work with the Chief Executive Officer, other staff, and members of the Board to prepare the 
Foundation’s operating budgets.  Prepare monthly and year-to-date budget vs. actual reports and 
cash status reports. 

 
 Attend regional and/or national training, meetings, or conferences to maintain and improve skills 

necessary to job performance. 
 
 Perform other financial and accounting tasks as needed. 



 
QUALIFICATIONS: 

 
1. Committed to the work of the Foundation in the community. 
2. Ability to perform the essential functions of this position. 
3. Demonstrated ability to work as a self-starting member of a team. 
4. Motivated, self-starter. 
5. Ability to plan workload and maximize resources. 
6. Excellent interpersonal skills.  High level of discretion and professionalism. 
7. Excellent verbal and written communication skills. 
8. In depth working knowledge of Excel, proficient with database software and Word. 
9. Four-year degree in accounting, business administration or related fields. 
10. Minimum seven years’ experience in accounting and/or finance field. 
11. Non-profit or Community Foundation experience preferred. 
12. CPA a plus. 
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