
 
 

Deputy Director of Operations and Finance 
 
Position Summary:  
Started in 1992, Asian Family Support Services of Austin is a non-profit organization that helps and 
empowers Asian survivors of domestic violence, sexual violence and human trafficking, improves their 
access to services and increases community awareness of various forms of gender-based violence and 
oppression. Our mission is to promote abuse-free Asian communities through advocacy, support, 
awareness and access to social services.  
 
Reporting to the Executive Director (ED), the Deputy Director of Operations and Finance will have 
both internal and external facing responsibilities, ranging from project management (business 
development, budgeting, framing of key approaches, program evaluation and support) to administration 
(information technology, grant reporting, facilities), and human capital (HR/recruiting, mentoring, 
career progression). 
 
Serving as an integral member of the management team, the Deputy Director of Operations & Finance 
will be responsible for the development of AFSSA’s financial management strategy and contribute to the 
implementation of the organization’s strategic goals. In addition to the strategic components, the Deputy 
Director of Operations & Finance will be charged with developing and implementing more sophisticated 
policies and procedures both in the finance and general operational realms such as program evaluation 
and HR.  This is an outstanding opportunity for a finance executive with operational experience and a 
proven track record of creative problem-solving and change management to join in a high-growth, 
mission-driven organization. The Deputy Director will partner closely with the ED to chart AFSSA’s 
future growth and strategic response to an ever-increasing demand for the organization’s services 
 
Reporting to the ED, the Deputy Director of Operations will lead all internal operations and will have the 
following responsibilities: 
 
 

 Implement executive decisions from ED and Board into agency work plans;  

 Partner with the ED in essential internal firm leadership activities -human resources; office 
administration, and grant compliance;  

 Identify best practices and improve internal systems with an eye toward future needs and 
budget realities;  

 Work with ED to develop and implement financial planning, budget controls, and grant billings;  

 Work with program managers and lead teams to deliver and report grant deliverables;  

 Provide leadership to programs with ED to ensure strategic planning goals, agency plans and 
ED directives are met in addition to evaluating community impact;  

 Manage and coordinate grants post award and ensure financial and programmatic compliance;  

 With ED, share in knowledge dissemination, reporting, and communications to staff;  

 Along with ED, provide mentoring, coaching to program staff;  

 Attend various agency meetings as required including staff, board, and direct service meetings;  

 Adhere to all agency, state and federal policies and regulations; and  

 Perform other duties as assigned.  
 



Required Experience and Education:  
 5 years in a senior administrative management position in a nonprofit organization, foundation, 

or government agency;   
 Bachelors or Masters in Business Administration, Public Administration, OR an equivalent 

combination of education and experience; 
 3 years of financial and/or government grant management experience 

 
 
Preferred Knowledge, Abilities and Skills:  

 Ability to discern organizational priorities from program priorities;  

 Success in roles requiring execution of multiple tasks while responding to multiple priorities;  

 Demonstrated ability to build and maintain relationships with a wide array of people – junior 
and senior, for-profit and nonprofit, and from diverse backgrounds;  

 Operates with excellence in mind in all matters, with the confidence to defend/debate ideas 
without ego interfering;  

 Ability to exercise tact and diplomacy in organizational settings;  

 Outstanding communication (written and verbal) and interpersonal skills are essential;  

 Need to be transparent, direct, and communicate with substance;  

 Needs to be a self-starter and self-disciplined;  

 Remain focused in the face of pressure, deliver against timelines, not intimidated by tasks/time;  

 Knowledge of culturally-grounded service provision to traditionally underserved populations;  

 Knowledge of gender-based violence issues and their impact on individuals and families and 
experience working with individuals who have experienced trauma;  

 Knowledge and proficiency in the use of computers, internet searches, smartphone devices and 
other software packages;  

 Must submit to and successfully complete a background investigation;  

 Must have own transportation to travel frequently within the metropolitan area;  

 Ability to plan and organize work in an effective and timely manner; and  

 Ability to maintain flexible schedule in accordance with program needs.  
 
Specifications:  

 Minimally 40 hours per week, including evenings and weekend commitments  

 Salary range $46,000-48,000 plus health benefits  

 Valid U.S. work permit required  
 
Please send cover letter and resume to AFSSA at info@afssaustin.org or P.O. Box 14234, Austin, TX 
78761. For more information, visit www.afssaustin.org. No phone inquiries.  
AFSSA is an equal opportunity employer and does not discriminate on the basis of age, sex, race, language, 

ethnicity, religion, national origin, gender, gender expression, gender identity, marital status, sexual 

orientation, or status as a veteran with a disability 


