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General  

Job Title:  VP, Finance and Administration  

Job Type: Full Time Exempt Plus Benefits 

Salary: $120,000 salary range (Depending on experience) 

Location: 5029 Vermont Ave, Los Angeles CA 90037 & Remotely  

Application Information: Qualified applicants should submit a resume and a cover letter describing: 

1) Qualifications and Experience 2.) Grant Management Experience & 3) Alignment to the Mission and 
Vision: 

Overview: 

Boys & Girls Clubs of Metro Los Angeles is seeking an experienced, mission-driven applicant for the role 
of Vice President of Finance and Administration. The position is an integral part of the organization’s 
overall strategic endeavors and will report to the President and Chief Executive Officer, to expand 
BGCMLA’s mission and support for families. 

Essential Duties and Responsibilities: (Other duties may be assigned.) 

Organizational Effectiveness 

 Reports directly to the President and CEO, assist in representing BGCMLA with major partners 
and vendors and builds a support team to enable the Organization’s future growth  

 Leads Accounting and Information Technology departments to manage the systems needed for 
the organizational health and stability as we expand. 

 Serve as an integral member of the leadership team, manage financial consultants (outside 
contractors) and the work in their realms, and develop a team to adapt to changes 

 Capture data and create useful reports to assess progress towards financial and strategic goals 
 Design and lead staff meetings and assist in leading administrative team meetings. 
 Provides mentoring and guidance to direct reports and other employees. 
 Participates in the hiring management personnel. 
 Manage organizational operations by directing and coordinating activities consistent with 

established goals, objective, and policies. 
 Effectively collaborate with management team and staff across departments and local Clubsites 
 Follows policy direction set by President and CEO. 
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Finance 

 Oversee all day-to-day and annual administrative and financial functions 
 Monitor finances, make projections, analyze trends, develop tools to strengthen cost structure 

and provide recommendations to promote financial health 
 Ensure smooth financial operations, including ensuring that all contracts, invoices, and records 

are in order 
 Collaborate with leadership team in the development of grant applications and budget request. 
 Ensures the accuracy, integrity, and timeliness of all financial reporting with monitoring of budget 

proposals and projections. 
 Act as “Chief Problem Solver” to handle ad hoc issues that arise, and develop and implement 

solutions. 
 Support Board functions through committee and board meeting structure by providing financial 

reports and requested activities. 

Administration 

 Ensure staff have the tools they need to do their work, including technology and tools set-up for 
staff, and technology support. 

 Manage relationship with brokers and consultants including healthcare, information technology, 
payroll, insurance, 401k to identify and respond to issues to ensure accuracy and a seamless 
experience for staff 

 Lead the purchase and rental of all major equipment for the organization 
 Oversees physical space needs for the organization including leases, moves, insurance, etc. 
 Develops and creates strategies and policies aligned with organizational goals. 
 Evaluates direct reports on an annual basis. 
 Manage systems analysis, integration planning and execution for any Mergers and/or 

Acquisitions  

Education/Experience: 

 Master’s Degree (M.A) in public administration or equivalent. 
 Ten or more years related experience and/or training. 
 Equivalent combination of education and experience. 
 Experience working with persons of diverse cultural and socio-economic backgrounds. 
 Demonstrated success creating resilient systems in a complex environment is required, and 

expertise in financial management and budget development and reporting. 
 Demonstrated ability to create strong operational systems, fluency with numbers, and a desire 

develop robust budgets and financial projections. 

Special Skills: 

 Leadership skills 
 Analytic ability 
 Communication skills 
 Organizational skills 
 Collaboration ability 
 Knowledge of non-profit business management 
 Ability to manage complex and varying priorities and timelines 
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Work Environment: 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

 Fast-paced and detail-oriented, bringing a passion for making things work well and an ability to 
handle a large volume of work impeccably, including strategically prioritizing the most important 
projects while keeping all the others on track. 

 Usually work in an office environment, remotely and hybrid. 
 A strong critical thinker and problem solver, with excellent judgment and a strong ability to 

communicate in writing and in person. People describe you as organized, collaborative, team 
player, responsive and problem solver. 

 Local travel may be required. 
  

Physical Demands: 

The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

The employee must occasionally lift and/or move up to 25 pounds. While performing the duties of this job, 
the employee is regularly required to sit; use hands; reach with hands and arms, talk, and hear. The 
employee is occasionally required to stand; walk; climb or balance; stoop, kneel, crouch, or crawl. 

Sitting for extended periods is common. Hearing and vision within normal ranges is essential for normal 
conversations, to receive ordinary information and to prepare or inspect documents. 

This job description summary in no way states or implies that these are the only activities to be performed 
by the employee occupying this position. Employees will be required to follow any other related 
instructions and to perform any other job-related responsibilities requested by their supervisor. 

 

 

 

BGCMLA is an equal opportunity, affirmative action employer. All qualified applicants will receive consideration for 

employment without regard to race, color, religion, sex including sexual orientation and gender identity, national 

origin, age, marital status, disability, protected Veteran Status, or any other characteristic protected by applicable 

federal, state, or local law. 

 


