
 
 

Please Post - Job Announcement 
 

FINANCIAL MANAGER 
Full-Time - 40 Hours per Week  

 
Job Description 
 
It is the responsibility of every ODVN employee to uphold the mission and purpose of this 
agency by advocating with and for battered persons, producing and sharing information, 
educating about options, and advocating for social change. 
 
This job description defines areas for which an individual has primary responsibility and is not 
intended to limit the scope of the job in any way.  The person in this position will manage the 
financial affairs of the organization by performing the following functions: 
 
Accounts Payable:  
 Insures validity of invoices by comparing to quotes and/or securing approval from person 

ordering the goods or services. 
 Assigns proper account code to the invoice. 
 Enters the invoice into the accounting system. 
 Prints checks. 
 Reconciles credit card statements.  
 
Accounts Receivable: 
 Invoices individuals and organizations for trainings and other goods and services provided by 

ODVN. 
 Enters payments received into the accounting system. 
 Monitors outstanding receivables. 
 Creates receipts for donations. 
 Monitors PayPal account. 
 
Payroll: 
 Prepares payroll by reviewing timesheets and relaying information to payroll processing 

company. 
 Tracks Paid Time Off monthly and reports to the Executive Director and individual 

employees. 
 Responds to authorized payroll inquires, including workers’ compensation and verifications 

of employment.  
 



Banking: 
 Prepares deposits and enters into the accounting system. 
 Reconciles all bank and investment accounts. 
 Creates investment reports. 
 
Financial Analysis: 
 Prepares monthly financial statements and financial analysis for the Executive Director, 

Executive Committee, and/or Board of Directors. 
 Updates board website.  

. 
Grants Management: 
 Prepares grant expense reports, as required by state and federal agencies. 
 Prepares the budget sections of all grant applications. 
 Requests and monitors grant payments. 
 Tracks grant expenses by line item so that organization expends all grant funds properly. 
 Requests drawdowns from federal funders. 
 
Audit: 
 Assists in preparation of all necessary documents for the annual audit. 
 Works with the auditors during the audit process. 
 Maintains office equipment inventory. 
 
Qualifications: 
 Bachelor’s degree in Accounting, Finance, or related field.  Master’s degree preferred. 
 Proficiency in accounting software, QuickBooks and Microsoft Office. 
 Strong written and oral communication skills. 
 Strong organizational skills and ability to handle multiple tasks in a fast-paced environment. 
 Minimum 3-5 years experience in a non-profit, administrative-related position preferred.  
 
Salary and Benefits: 
ODVN offers a competitive salary, health benefits, retirement plan and generous personal leave 
benefits.   
 
Application Process: 
Those individuals interested in the position should send a cover letter and resume by 
August 7, 2015 to info@odvn.org or mail to: 
 

Ohio Domestic Violence Network 
4807 Evanswood Drive, Suite 201 

Columbus, OH  43229 
 

No telephone inquiries please. 
EOE 


