
Job Title:  Director of Finance and Operations 

Job Type: Full Time 

Reports to: Executive Director and Board of Directors 

Direct Reports:  Accounting Supervisor 

 

About the Cancer Wellness Center 

Offering our services free of charge to anyone impacted by cancer has been a hallmark of 

the Center’s mission since day one, and continues today, into our 33rd year of operation.  

At its founding in 1989, the Center was a grassroots-effort focused on peer support, 

employing contract licensed mental health professionals to provide support groups to cancer 

patients and their caregivers at a modest location in Skokie. Over the years, the support 

services provided expanded to include professional counseling services and a wide breadth 

of mental health, wellness and educational programs.  

 

The Cancer Wellness Center has prided itself on being a reliable source of support and 

information for the cancer community. Healthcare partners have come to rely on the 

Center’s services which are not available elsewhere in the community. To minimize the 

barriers for seeking necessary support, offerings focused on support, wellness and 

education are available free of charge. The Center serves both adults and children who are 

diagnosed with cancer, are the family member/caregiver of someone with cancer or have 

experienced the loss of a loved one to cancer.  

 

The Opportunity 

The Director of Finance and Operations is the top financial and administrative position with 

responsibility for overall financial management, formulating financial policy and plans, 

investment oversight, human resources, information technology and other administrative 

responsibilities. The Director of Finance and Operations provides strategic direction and 

executes the accounting, tax, financial analysis and reporting, budget, investment, 

insurance, audit, and human resource functions. The Director of Finance and Operations 

ensures that financial transactions, policies, and procedures meet the organization’s short 

and long-term objectives, needs and regulatory requirements. This position works closely 

with the Executive Director and the Board of Directors to support their governance 

responsibilities.  

This is a visible role, both internally with the organizations staff and governing Board and 

externally as a business representative of the organization.   

 

As Director of Finance and Operations duties will include: 

 

• With appropriate input from directors and managers, develop organization budgets 

and forecasts, including cash forecasting.  Present the operating budget and 

forecasts with variance analysis to the Executive Director and Board.  

• Attend and serve as lead staff for Board Finance Committee. Ensure the security of 

the organization’s investment portfolio manage liquidity (cash) risk, monitor the 

investment performance of the portfolio, assist with annual update and execution of 

the Investment Policy Statement. 

• Perform accurate monthly accounting close including maintenance of financial 

systems and reporting tools as well as appropriate supporting documentation.  

• Prepare and interpret monthly financial reports, comparisons to prior year and 

budget, benchmarking, etc.; identify areas requiring attention; present findings and 

specific recommendations to Executive Director and Board, as appropriate.  

• Oversee all accounting functions including review of journal entries, account 

reconciliations, payables, receivables and payroll/Benefits administration and 

maintain updated Accounting Policies and Procedures. 



• Oversee the coordination and activities of independent auditors ensuring all the 

preparation of the annual financial statements is in accordance with US GAAP and 

federal, state and other required supplementary schedules and information. 

• Oversee with outside tax preparers to prepare and file annual tax return (Form 

990PF) and other state returns and monitor organization’s compliance with tax 

regulations to maintain exempt status  

• Working with the Executive Director and Program Director to ensure that all staff 

have defined job responsibilities, written goals, annual performance evaluations, 

staff development/training plans  

• Manage on-boarding and orientation of new staff and hiring process for new 

employees 

• Conduct annual salary benchmarking and present to the Board  

• Review and update the Employee Handbook as appropriate. 

• Serve as plan administrator for retirement plan, including compliance, benefit 

contributions, and participant communication  

• Secure and monitor employee benefit insurance plans. Serve as group administrator  

• Evaluate and maintain the business insurance policies, including workers 

compensation, property and risk, and Directors and Officers insurance. 

• Manage responsibility of the human resources, information technology, operations 

and administrative functions for the organization 

• In partnership with the Director of Development, assist with grant proposal 

budget/budget narrative preparation and reporting. 

• Assist with other duties as assigned. 

 

Experience and Education: 

1. Bachelor’s degree in accounting or finance required; CPA and/or MBA strongly 

preferred 

2. Minimum eight years of previous financial management experience including audit 

management 

3. Minimum five years of operations management experience including HR function, IT 

and general operations 

4. Highly detail oriented individual 

5. Has knowledge and ability to use and manage applicable information technology and 

systems to meet work needs. Highly skilled with Excel (i.e., pivot tables, lookups, 

scenarios), PowerPoint, Word and QuickBooks 

6. Demonstrates a proficient level of professional skill and/or knowledge in accounting 

and operations and keeps current with developments and trends. 

7. Adept at modeling for budgets, forecasting, reporting, and expense and profitability 

analysis. 

8. Strong communication and presentation skills with the ability to effectively 

communicate across departments with Board, peers and subordinates in both small 

and large groups. 

 


