Position Description:  Finance Director, Shambhala Meditation Center of Portland

Attachment A:  Specific Duties
Please see Position Description, attached, for full description of responsibilities.

1.     Timely and accurate accounting.  The Finance Director at the Shambhala Meditation Center of Portland (SMCP) is responsible for ensuring timely and accurate accounting, in accordance with Generally Accepted Accounting Procedures (GAAP) and Shambhala financial policies, whether s/he does this personally, or supervises others who do it.  This includes:

· Pay operating expenses, issue class refunds, reimburse members for expenditures.
· Post all income and expense transactions to QuickBooks in a timely manner
· Process all transactions in accordance with GAAP  and all Shambhala financial policies, including the Shambhala Policy on Transparency and Integrity
· Maintain general ledger
· Reconcile monthly bank statements and Vanco statements in a timely manner
· Submit monthly payroll for two staff to ADP payroll service
· Maintain accurate records of donations on an annual basis by donors so that each donor may receive a year-end report of her/his total donations made
· Ensure donations and tax receipts are processed in accordance with IRS rules, which includes year-end acknowledgement letters to members
· Maintain restricted accounts in accordance with GAAP for non-profits
· Prepare monthly financial reports from QuickBooks, including P&L and Balance Sheet
· Attend monthly Council meetings and retreats  
2.      Management reporting to the Center Director and Council. The Finance Director is responsible for ensuring timely and accurate management reports, and ad hoc reports when requested,  whether s/he does this personally or supervises others who do it.  This includes:
· Revenue and expense reports on a cash basis, using the Shambhala recommended definitions and format.  There may be two versions of this: a more summarized version for reporting to the community, and a more detailed version for the Center Director and Council
· Ad hoc reports as may be requested
· Class and program revenue and expense reports
· Annual budget process management; provide periodic budget-to-actual report analysis
· Presenting and explaining above reports verbally to the Director, the Council and sometimes the community in a way non-accountants can understand
· Annual year-end financial report packet submitted to Shambhala International for consolidation
· Various ad-hoc SMCP financial assistance when needed
Qualifications:
· Experience with full-cycle accounting processes
· Experience with QuickBooks or similar accounting software
· Experience presenting reports to non-accountants and explaining what the numbers mean
· Proficient with the Microsoft Suite of applications, especially Excel
· Proficient with email and other communications technology
· Experience working successfully independently, as a leader and as part of a leadership team
· Interest in and able to recruit and supervise volunteers within the area of finance, as desired and appropriate, in conjunction with SMCP Volunteer Coordinator
· Knowledgeable, or genuinely interested in learning about and practicing the Shambhala view  and approach to working with money 
· Member of SMCP 
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