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RAMP 
Purpose, Parameters, Qualifications, Activities and Performance Indicators 

For the position of  
CHIEF FINANICAL OFFICER (CFO) 

 
I. PURPOSE OF POSITION:  Oversees and directs the financial processes of the 

organization including performing the functions of accounts receivable, accounts 
payable, billing, grant tracking for the entire organization, monthly billing, all journal 
entries, review of bank reconciliations prepared by the VR Coordinator, assisting with 
annual budgeting, updating projections on budget goals throughout the year and more.  
Responsible for the organizations’ financial reporting while ensuring all laws, funder 
guidelines and generally accepted accounting principles for non-profits are followed. 

 
II. POSITION PARAMETERS:  Reports directly to the Executive Director; Full-Time; Full 

Benefits; Travel and Expenses Reimbursed; Salaried. 
 

III. MINIMUM QUALIFICATIONS: 
A. Bachelor’s Degree in Accounting or equivalent combination of training and 

experience; 
B. 3-5 years of proven, successful work experience in duties similar to the positions job 

activities, including supervisory experience; 
C. Previous experience in non-profit accounting; 
D. Knowledge of the laws and practices that surround Non-Profit Financial 

Management; 
E. Ability to effectively direct and coach staff to ensure efficiency and success; 
F. Literacy in computer applications including word processing, database management 

and financial management (experience in QuickBooks a plus); 
G. Excellent written and verbal communication skills and the ability to present 

information in a clear concise manner; 
H. Ability to handle multiple tasks while maintaining organization and meeting 

deadlines; 
I. Reliable transportation and a willingness to work some evening and weekend hours; 
J. Personal experience with a disability and/or an intimate knowledge of the 

Independent Living Philosophy and a strong desire to see it carried out in the 
community. 

 
IV.  JOB ACTIVITIES AND PERFORMANCE INDICATORS: 

 
A. Financial Management 

1. Prepares and analyzes the monthly financials within Generally Accepted 
Accounting Practices to track actual financial performance and report variances. 

2. Communicates weekly with the Executive Director and monthly with the Board 
Treasurer and Management team in regards to the status of RAMP’s Financials. 

3. Prepares and presents RAMP’s Financials to the Board of Directors bi-monthly 
and at the Finance Committee quarterly meetings.  

4. Initiates, coordinates and prepares the annual fiscal budget, in coordination with 
the Executive Director, as well as required grant budgets.  

5. Initiates the preparation and analysis of the financial projections to assist the     
Executive Director, Directors, and departmental managers in understanding the 
present and changing conditions of RAMP’s operations as they pertain to the 
budget.  
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6. Prepares monthly and quarterly expenditure reports for grants. 
7. Assists the Executive Director with cash flow management to ensure 

maintenance of an excellent credit rating with its vendors with limited impact on 
cash reserves.  

8. Ensures the proper classification and timely payment of all payables.  
9. Ensures the timely preparation of invoicing and the timely follow up of receivables 

to ensure the maintaining of days in receivables within RAMP’s terms.  
10. Processes bi-annual expedited payment requests to the State of Illinois. 
11. Coordinates all audit activities. 
12. Develops and maintains capital purchase, depreciation, and replacement 

schedules, including asset list.  
13. Creates, updates and maintains return on investment (ROI’s) for each program 

as directed by the Executive Director and the needs of the organization. 
 
 

B. Overall Management 
1. Ensures that the responsibilities of this positions direct reports are completed in a 

timely, accurate and efficient manner in accordance with the organization’s 
standards and expectations. 

2. Retains qualified staff by communicating feedback and expectations to personnel 
this position supervises and offering supportive and effective coaching.  

3. Attends all Management Team meetings and is an active participant in the 
discussions. 

4. Demonstrates a senior management presence, dealing with adverse situations 
and complex problems with discretion and competence as expected by the 
organization’s leadership. 

5. Serve as a business partner to the Executive Director in terms of the duties of 
this position, with an eye to continuously developing and improving systems and 
the administrative processes of the organization. 

6. Assist and support other departments or activities as needed.  
 

DISCLAIMER  

The preceding job description has been designed to indicate the general nature and 
level of work performed by employees within this classification. It is not designed to 

contain or be interpreted as a comprehensive inventory of all duties, 
responsibilities, and qualifications required of employees assigned to this job.  

 


