
 

 

 
 

Background 
The Takeaway: 

Ready to take on some of the most rewarding work in our community? We’re looking for a 
Accounting Manager/Director to join a dedicated, smart team making a difference in local 
school communities, at juvenile hall, and with students and teachers. 

Why you’ll love coming to work every day 
You’ll help change local school communities. You’ll be joining an organization that’s not 
satisfied with the way things are -- and has a vision for how it should be. Add a 25-year track 
record of excellent outcomes and ambitious plans to have an even bigger impact, and you’ve 
got a powerful force to be reckoned with. 

You’ll work with awesome people. Join a team of seasoned, kind, determined, optimistic, and 
solutions-oriented folks. We work hard, celebrate victories large and small, and always have 
each other’s backs. 

You’ll be a part of a winning mission. When your mission is promoting lifelong resilience in 
children and youth and strengthening the caring capacity of the adults who influence their lives, 
you resonate with local communities and leaders. 

You can take on big responsibilities as you go. You’ll thrive here as you develop new skills, 
tackle new challenges, learn, and grow. We pay lots of attention to building staff leadership, 
and we provide support and training to help you become the best leader you can be. 

You’ll be part of an organization committed to advancing teacher support and social 
emotional wellness. We are deeply committed to supporting teachers so that they can better 
support students. Our unique organizational culture has been fostered by a long history of 
changemakers. We know we are stronger when the organization reflects the vision of the 
community we serve. 

Job Summary 

What you’ll do 

Job Title: Accounting Manager/Director (title depending on experience) 
Department: Finance 
Reports to: Executive Director 
FLSA Exemption Status: Exempt 
FTE .5 
 
 
 



 

 

Organization Background and Description 
Since 1994, Acknowledge Alliance has used the power of fostering resilience to help build 
positive connections between teachers and students to open the doors to learning and well-
being. The foundation of Acknowledge Alliance started with the belief that, when a child has a 
caring adult in their life who holds high expectations and believes in them, they can succeed 
despite adversities.  Acknowledge Alliance serves K-12 schools in the San Francisco Bay Area, 
integrating resilience into all levels of learning by: mentoring educators, counseling at-risk 
youth and teaching social emotional learning lessons for the whole classroom. 
 
Acknowledge Alliance is currently staffed by 25 employees with degrees primarily in mental 
health and has a $1.6 million annual budget. The agency directly serves teachers, key school 
staff and youth in 31 schools located in San Mateo and Santa Clara Counties. 
 
Position Summary and Job Purpose 
 
Director, the Accounting Manager/Director works closely with Acknowledge Alliance’s 
Administrative HR Director to produce and communicate financial information across the 
organization. He/she will also recommend and/or implement improvements to the agency’s 
planning and reporting processes and provide budgets for grant proposals.  
 
Duties and Responsibilities: 

• Responsible for day to day finance and accounting operations to ensure timely and 
accurate financial records with appropriate internal controls. Duties in this area include: 
reconciling the time sheets to the payroll register; recording revenue in the accounting 
records and reconciling it to the donor data base, making month and year end journal 
entries, reconciling the bank statements, and overseeing all financial, project/program 
and grants accounting. 

• Analyze and present financial reports in an accurate and timely manner; clearly 
communicate monthly and annual financial statements to the Executive Director, 
Program Directors and Board 

• Coordinate and lead the annual audit process, liaise with external auditors and the 
finance and audit committees of the board of directors; assess any changes as necessary 

• Oversee and lead annual budgeting and planning process in conjunction with the ED; 
administer and review all financial plans and budgets; monitor progress and changes 
and keep senior leadership team abreast of the organization’s financial status.  

• Manage organizational cash flow and forecasting. 
• Ensure that the contract billing and collection schedule is adhered to and that financial 

data and cash flow are steady and support operational requirements. 
• Update and implement all necessary business policies and accounting practices; improve 

the finance department’s overall policy and procedure manual.  
• Effectively communicate and present the critical financial matters to the board of 

directors. 



 

 

 
Qualifications: 

• Minimum of B.A. ideally with an MBA/CPA or related degree 
• At least 7-10 years of overall professional experience; ideally 3+ years of broad financial 

management experience, which will determine title of manager or director. 
• The ideal candidate has experience of final responsibility for the quality and content of 

all financial data, reporting and audit coordination for an agency with a budget at least 
$1 M 

• Ability to translate financial concepts to – and to effectively collaborate with -- 
programmatic and fundraising colleagues who do not necessarily have finance 
backgrounds 

• A track record in grants management 
• Technology savvy with experience selecting and overseeing software installations and 

managing relationships with software vendors; knowledge of accounting and reporting 
software such as Quickbooks 

• A successful track record in setting priorities; keen analytic, organization and problem 
solving skills which support and enable sound decision making 

• Excellent communication and relationship building skills with an ability to prioritize, 
negotiate, and work with a variety of internal and external stakeholders 

• A multi-tasker with the ability to wear many hats in a fast-paced environment 
• Personal qualities of integrity, credibility, and dedication to the mission  
• Positive, collaborative team player who engages with the strengths of co-workers 

Who you are: 
• A proactive, self-starter, who exercises diplomacy and a positive, collaborative work style to 

partner closely with all Acknowledge Alliance constituent groups, especially, board 
members, community members and other staff members. 

• Ability to work in a fast-paced, entrepreneurial environment with frequent and changing 
deadlines. Must be well organized and have a strong attention to detail. 

• Excellence in the following skill areas: positive verbal communication; inter-personal; 
problem-solving; analytical; planning and implementation; deadline management; 
presentation skills; organizing, prioritizing and detail-tracking in a multi-project 
environment; working independently while working collaboratively 

• Knowledge of Quickbooks, accounting software, Word, Excel 
 

Physical and Environmental Conditions 
Standard office environment, equipment and tasks, work at computer terminals in an open 
floor plan. Office is on the second floor (no elevator). Work schedule flexibility - infrequent 
early morning, evening and weekend hours. Occasional local travel to meetings, events and 
school sites. 
 
Terms of Employment 
This position is an exempt, part-time position with very flexible hours and telecommuting part 
of the time is acceptable. Salary, benefits and PTO are competitive. 



 

 

 
Additional Information 
We are looking for great candidates from a wide range of backgrounds. If you don’t exactly fit 
the job description, but you know you have skills and experiences that are transferable to this 
position, please apply! Tell us about yourself and why you are should be our next Finance Lead! 

How to Apply 
Please send your resume and cover letter outlining why you would be a great fit to Sharon 
Navarro, Executive Director, jobs@acknowledgealliance.org.  


