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	GOODWILL INDUSTRIES OF SANTA CRUZ,
	MONTEREY AND SAN LUIS OBISPO COUNTIES

	JOB DESCRIPTION



Job Title: Financial Manager - Shoreline		Department:	Finance
Supervision Received: Finance Director			Date Written: 04/09
Supervision Given: None					Date Revised:  
FLSA Designation: Exempt	 				Approved by:
								Human Resources:
			
JOB SUMMARY:	Provide fiscal oversight and management for Shoreline Workforce Development Services (SWDS) contracts, budgets and fiscal issues to include the preparation and management of contract budgets, preparation of contract audit documents, providing general contract and fiscal oversight for SWDS and its programs.

	ESSENTIAL DUTIES

Prepare and monitor SWDS contract budgets, ensuring that budgets reflect projected costs and revenues.

Monitor contractual adherence to budgets; provide feedback to Finance Director and Shoreline Sr. Vice President, as needed.

Provide general fiscal management for contracts; generate monthly invoices for contract reimbursements and fees.

Prepare contract audit documents; oversee preparation for and act as point of contact for regular and special contract financial reviews & audits.

Monitor contract rental agreements, ensuring proper invoicing and/or payment of fees.

Monitor Individual Training Accounts (ITA) for adherence to contract provisions; ensure client tracking and reporting as required.

Performs accounts receivable and accounts payable functions for contracts and those for general SWDS fiscal and budgetary issues as needed.
 
					SECONDARY DUTIES

Perform related duties as assigned.

	JOB SPECIFICATIONS

EDUCATION REQUIRED: 			Bachelor’s degree in accounting, finance, business administration, or equivalent.  

LICENSE/CERTIFICATION REQ’D:	Valid California Class C driver’s license.

EXPERIENCE REQUIRED: 		Five years progressively responsible general accounting experience; experience working with contracts desirable.

KNOWLEDGE REQUIRED: 		Knowledge of general accounting practices and principles, including accounts receivable and accounts payable procedures.

						Familiarity with GAAP (Generally-Accepted Accounting Principles); familiarity with FASB standards related to the Company’s status and operations.
						
						Familiarity with contract audit techniques.

						Familiarity with personal computer and network systems and software, particularly accounting-related and MS Office applications .

						Familiarity with Goodwill’s mission, general company policies/procedures, and the organizations accounting/finance procedures, (this may be learned on-the-job)

EQUIPMENT USED:			Typical office equipment; vehicles.

SKILLS/APTITUDES/TEMPERAMENTS:

Ability to communicate effectively in English, both orally and in writing.

Ability to reason, make generalizations, evaluations and decisions based on both sensory/judgmental and measurable/verifiable criteria. 

Ability to deal with others beyond giving or receiving instructions, including ability to understand other’s viewpoints and adapt to the situation.

Ability to organize and utilize time effectively despite interruptions.

Ability to adhere to strict company policies regarding confidentiality.

Ability to drive a vehicle in the transaction of company business. This requires a good driving record and may require the ability to provide evidence of personal vehicle liability insurance.

Ability to adhere to safe work practices as documented in Company safety policies; ability to report safety hazards/accidents promptly to supervisor or safety committee member. 

EMOTIONAL EFFORT:

The job requires moderate to high emotional effort with frequent short deadlines requiring overtime. The work environment is occasionally hectic with some periods of high activity/demand.



	JOB SETTING

The job is performed in an enclosed, climatically-controlled office building.  Work is completed independently and in cooperation with other department staff, management and employees. There is frequent contact with the public, business and community agencies.
 
					PHYSICAL DEMANDS

The job is primarily sedentary with walking and standing as is necessary to carry out the job duties.  Normal lifting and/or carrying is limited to approximately 15 lbs.  On occasion, up to 25 lbs. maybe lifted and carried. Heavier items (26 lbs. or more) are moved by using proper material handling equipment, assistance from another person, or by work order request.

Normal or corrected talking, hearing, and seeing abilities are sufficient to perform required tasks. 
                                                                                                                                                

Duties and responsibilities may be added, deleted or changed at any time at the discretion of management, formally or informally, either orally or in writing.

My signature acknowledges that I have read and understand the job description.


_________________________________		_______________________
Signature							Date























	FINANCIAL MANAGER - SHORELINE

	SUPPLEMENTAL PHYSICAL REQUIREMENTS

Standing--------------------- 	Occasionally, 11-30% of the time
Walking---------------------- 	Occasionally, 11-30% of the time
Sitting------------------------ 	Regularly, 31-70% of the time
Bending----------------------	Rarely, 0-10% of the time
Pushing/pulling------------- 	Rarely, 0-10% of the time
Twisting----------------------	None
Climbing---------------------	Rarely, 0-10% of the time
Squatting/kneeling-------- 	Rarely, 0-10% of the time
Lifting/carrying-------------	Occasionally, 11-30% of the time (10 lbs. or less)
				Occasionally, 11-30% of the time (11-25 lbs)
		
Longest distance carried: 50 feet.
Heaviest item carried:  25 lbs

Hand/Shoulder/Foot:
	Simple grasping------	------	Occasionally, 11-30% of the time
     	Power grasping-------------	Rarely, 0-10% of the time
     	Fine manipulation----------	Occasionally, 11-30% of the time
Reaching at or above shoulder level------	Rarely, 0-10% of the time
Reaching at or below shoulder level------	Rarely, 0-10%of the time
Operate foot controls or
repetitive foot movement--------------------	Rarely, 0-10% of the time
	 
			
	 
JOB MODIFICATION:  The physical aspect of the position may be able to be modified, depending on the specific modification and the duration of the modification required.
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