
UNITED SOUTH END SETTLEMENTS 

 

United South End Settlements (USES) is a community-based nonprofit organization serving 

children, teens, adults, and seniors through programs in art, education, technology, and social 

services.  USES has held true to its settlement house roots, committing to the motto of 

“neighbors helping neighbors to grow and thrive.”  Our extended family is an integrated team of 

participants, staff, volunteers, community leaders, and business partners.  USES operates in 

three locations in the South End – Harriet Tubman House, South End House, the Children’s Art 

Centre – and Camp Hale on Squam Lake in New Hampshire.  Please visit our website at 

www.uses.org. 

  

Vice President of Finance & Administration 

 

GENERAL DESCRIPTION  

 

The Vice President of Finance & Administration (VPF&A) is responsible for all financial and 

administrative matters of USES.  S/he is responsible for building and managing effective and 

streamlined systems, including financial, accounting, legal, information technology, and physical 

infrastructure. S/he will supervise the Accounting Manager, the Facilities Supervisor, and the 

Administrative Supervisor.  The VPF&A reports to the President/CEO, and works collegially 

with other members of the Leadership Team – VP of Programs and Services, VP of 

Advancement, and VP of Research, Evaluation & Training  – to manage the agency’s operations 

and participate in strategic planning initiatives to ensure the availability of resources to address 

agency priorities and financial stability. S/he will also work directly with the Board of Directors 

and relevant committees and task forces. 

 

QUALIFICATIONS  

 

The VP of Finance & Administration will be a seasoned and mature leader with at least 10 years 

of broad non-profit finance experience.  S/he will have experience managing finances 

(accounting, budgeting, control and reporting) for a complex nonprofit with multiple funding 

sources, including government contracts. A master’s degree in accounting, business 

administration or similar is preferred. Must have experience in a senior financial-management 

role and.be able to demonstrate an ability to identify and implement best practices, work 

independently, think strategically, and plan for the long term success of the organization. 

Significant experience in or knowledge of nonprofit accounting, including experience with 

managing the audit process, form 990 submission, government contracts, and legal compliance 

required.  Must have excellent written and oral communication skills and ability to work with 

staff at all levels. 

 

RESPONSIBILITIES  

 

1. Provide overall financial management to the Agency 

a. Direct USES' financial operations, including budget planning, preparation, and 

monitoring; business office, accounting, and contracting functions; federal, state, and 

local reporting requirements; financial reporting; financial forecasting; asset 
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management including oversight of the agency’s investment manager and risk 

management (i.e., buying insurance as well as pro-active prevention). 

b. Ensure all accounting functions (payroll, accounts payable & receivable, bank 

reconciliations, general ledger entries) are completed in a timely and accurate 

manner. 

c. Coordinate services of independent auditor and ensure timely completion for annual 

audits, 990 preparation and A-133 preparation. 

d. Facilitate strategic planning processes to support long term planning to ensure 

programs have the resources needed to fulfill the agency’s mission. 

e. Staff the Board Finance Committee. 

 

2. Give effective individual and team leadership to the agency’s administration functions 

a. Provide coaching and mentoring to program staff in the area of financial 

management, budgeting and business planning. 

b. Work to improve processes and policies, and play a leadership role in long term 

organizational planning. 

c. Negotiate, monitor and annually review insurance coverage. 

d. Ensure that the administrative functions provide excellent customer service to people 

both inside and outside the agency 

 

3. Manage the maintenance and upkeep of the facilities and physical infrastructure of the 

agency 

a. Supervise facilities staff and workload to ensure timely repairs and maintenance 

(including preventive) throughout USES.  

b. Supervise longer term financial and capital planning that ensures the agency’s 

programs are supported by the necessary resources and facilities. Manage projects 

such as building renovations and master plan development to ensure they finish on 

time, on budget and with the desire results 

 

PHYSICAL REQUIREMENTS (with or without accommodation)  

 

Must be able to kneel, crouch, reach, stand, walk, finger, grasp, talk, hear, and be capable of 

repetitive motion 

 

Position requires exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force 

frequently, and/or a negligible amount of force constantly 

 

Work requires close visual acuity 


