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Job Description 

Job Title: Operations and Finance Manager 
Department: Administration    
Reports to: Executive Director 
FLSA Status: Exempt/Full-Time 
Revision Date: 12/28/2023 
Salary: DOE; minimum qualifications starting at $75,000 
 

 
GENERAL POSITION SUMMARY 
The Operations and Finance Director’s primary responsibility is to assess organizational 
performance against both the annual budget and the agency’s long-term strategy. Responsible for 
all functions related to finances, including but not limited to the supervision of finance clerk, 
contractors related to RCPC finances, payroll, accounts payable, accounts receivable, and the 
general ledger. This position also includes duties related to development and community relations 
such as manage, develop, and significantly increase major gift support to RCPC.   
 
ESSENTIAL DUTIES AND RESPONSIBILITIES  
Management:  

• Supervise and manage the overall performance of finance clerk and front office operations;  
• Effectively applies RCPC’s mission and enforces RCPC’s policies and procedures;   
• Ensures personnel and finance documents are complete, current, and stored appropriately; 
• Utilizes program funds appropriately and with the required authorizations; 
• Effectively communicates relevant finance and agency information to Management Team 

and Board of Directors; 
• Cross trains in all job duties of the finance clerk and performs them when needed, including 

payroll, accounts payable, and accounts receivable.   
 
Operational Finance Duties: 

• Prepare and maintain regular financial reports to include but not limited to: monthly profit 
and loss by department (budget VS actual), balance sheet and income statements; 

• Ensures timeliness and accuracy of financial management reporting for federal and state 
funding, foundations, and the Board of Directors including the cumulative fiscal reports as 
required by each grant; 

• Develop and maintain RCPC’s annual budget to align with the strategic plan; 
• Develop budgets for each individual project with the assistance of each Program Manager 

and the Executive Director; 
• Reviews all month and year-end closing activities; 
• Organizes, prepares, and executes all necessary tasks for the completion of RCPC’s ’s annual 

audit, and any other finance related internal or external audits; 
• Oversee agency’s cash management and prepare monthly bank reconciliations for all 

accounts; 
• Ensures maintenance of appropriate internal controls and financial procedures;  
• Ensures timeliness and accuracy of financial reporting mandated by federal and state laws, 

including forms: W-2, 1099, 941, and State of Alaska Unemployment quarterly reports; 
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• Coordinate and assist the Agency’s independent CPA for the proper filing of tax returns 
(Form 990). 

 
Development and Community Relations:  

• Working as a partner with the Executive Director in executing fundraising goals;   
• Plan, promote, and execute a minimum of two major fundraising events per year; The 

Mosquito Meander 5k and one other event;  
• Investigate, research, and pursue program partnerships and strategic alliances that will 

extend RCPC’s work and increase avenues of support and sponsorships; 
• Plan, supervise, and grow RCPC’s individual giving;  
• In conjunction with the Executive Director, write, submit, and secure general operating and 

capacity building grants;  
• Assist in increasing active RCPC’s donors and volunteers. Maintain these relationships 

through proper correspondence, such as thank you letters, emails, social media, newspaper 
articles, website, and other media venues;  

• Assist with photography, graphic design and layout of all RCPC publications including but 
not limited to our Annual Report, a quarterly newsletter, promotional flyers, public service 
announcements for Radio and TV and other outreach as approved; 

 
MINIMUM EDUCATION/EXPERIENCE:  

• Minimum two years of bookkeeping/accounting experience; 
• Bachelor’s degree in accounting or business preferred.  
• Valid Alaska driver’s license and reliable personal transportation to facilitate work away 

from RCPC’s primary location; 
• A knowledge and commitment to Alaska and our diverse cultures.  

 
PHYSICAL DEMANDS  
The physical demands and work environment described here are representative of those that must 
be met by an employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions.  

• Prolonged sitting or standing for long periods of time; 
• Frequent bending, stooping, reaching, pushing and pulling; 
• Occasionally will lift up to 10 pounds; 
• Frequent rapid mental/hand/eye coordination and manual dexterity. 
  

 


