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Finance Director

Job Description 




	Team Member:
	
	Supervisor:
	Chief Financial Officer (CFO)

	FLSA (Exempt/Non-Exempt):
	Exempt (Salary)
	Position (full or part-time):
	Full-time
	Location: 
	Topeka
	Travel Required:
	As per business needs

	Hours:
	As needed
	Supervises:
	Finance Clerk, Administrative Assistant, First Impressions Coordinator

	Last Updated (date & by):
	
	Professional certifications/ Licenses required: 
	CPA-preferred

	
	
	
	


	Mission:
	To enrich our community through wildlife conservation and education.

	Vision:
	We believe what we do changes the world. Every choice we make helps save the planet.

	DEAI Statement:
	Ensure everyone feels welcome and valued by striving to create an environment that is as diverse as the wild spaces we are trying to protect.

	Core Values:
	Must be embraced in decisions made, work culture and behavior, and influencing others. 

	Create
	We have a culture that welcomes all.  We build equitable experiences and relationships with our guests and team.  We are innovative with education, wellness, and conservation.  We cultivate memories, experience, and empathy.

	Adapt
	We listen and include others.  We are flexible to accept change and changing priorities.  We accept responsibility and we work well with others even in difficult circumstances.

	Steward
	We care for tomorrow today.  We set good examples.  We are honest in our communications and lead others well.  We value diversity.  We keep our promises.  We provide education to our team and guests while we continue to educate ourselves.  We protect our animals, our guests, and our team.

	Transparent
	We share information timely and accurately.  We are trusted with confidential information.  We have high ethical standards.  We are authentic.  We believe that transparency is the foundation for building trusting relationships.  We value diversity, equity, accessibility, and inclusion.




	Schedule:  
	Full-time, hours necessary to complete work assignments.

	30%
		Accounting & Financial Reporting



	General ledger oversight, month-end and year-end close, financial statements, reconciliations, management reports, and compliance reporting




	15%
		Financial Planning



	Financial strategy development, forecasting, long-term planning, risk management, and support of growth initiatives




	15%
		Budgeting & Forecasting



	Annual budget preparation, monitoring performance vs. budget, reforecasts, and departmental support




	10%
		Supervision & Staff Development



	Managing and mentoring Finance Clerk, Administrative Assistant, and First Impressions Coordinator; performance management and training




	10%
		Cash Flow & Financial Performance Management



Cash flow monitoring, working capital management, financial analysis, and performance tracking

	10%
		Audit, Tax & Compliance



	Managing audits, tax planning and filings, internal controls, and regulatory compliance




	5%
		Board & Executive Support



	Board reporting, committee meetings, governance materials, and senior leadership support




	3%
		External Relations & Banking



	Liaison with auditors, banks, regulators, and financial partners




	2%
		Process Improvement & Special Projects



	Systems improvements, policy updates, internal controls enhancement, and special initiatives






Job Summary
The Finance Director is responsible for leading the day-to-day financial operations to ensure long-term financial sustainability, compliance, and accurate reporting. Reporting to the Chief Financial Officer (CFO), this role provides strategic financial guidance to senior leadership, assumes primary accounting responsibilities, and oversees designated financial functions of the organization.
The Finance Director plays a critical role in supporting the Zoo’s mission by ensuring sound financial stewardship, effective internal controls, and transparent reporting to leadership, the Board of Directors, and external stakeholders.
Supervisory Responsibilities
· Oversees the Finance Department and directly supervises the Finance Clerk, Administrative Assistant, and First Impressions Coordinator.
· Manages payroll, monthly budget preparation, and audit functions.
· Leads, mentors, and develops finance and administrative staff to promote accuracy, accountability, and professional growth.
Duties and Responsibilities
· Directs and oversees accounting functions, including general ledger, accounts payable, accounts receivable, payroll, and reconciliations.
· Directs the preparation of all financial statements, including income statements, balance sheets, internal management reports, tax filings, and reports required by governmental agencies.
· Implements the organization’s financial strategy in alignment with the Topeka Zoo’s mission, goals, and long-term plans.
· Provides financial analysis and strategic recommendations to the CFO and senior leadership to support decision-making, growth initiatives, and risk management.
· Ensures timely, accurate, and meaningful financial reporting, including monthly management accounts and annual financial statements.
· Monitors cash flow, working capital, and overall financial performance, identifying risks and opportunities.
· Establishes, maintains, and improves financial policies, procedures, and internal controls.
· Ensures compliance with applicable accounting standards, tax regulations, grant requirements, and statutory obligations.
· Manages annual audits and serves as the primary liaison with external auditors, banks, regulators, and financial partners.
· Oversees tax planning, preparation, and compliance, including coordination with external tax advisors as needed.
· Supports Board reporting, governance requirements, and committee meetings by preparing financial materials and presentations.
· Assumes additional accounting and financial responsibilities as required to support organizational operations.
Required Skills and Abilities
· Excellent management, leadership, and supervisory skills.
· Strong analytical, problem-solving, and organizational abilities.
· Proficiency in accounting software, financial systems, and database applications.
· Excellent written and verbal communication skills, with the ability to explain financial information to non-financial audiences.
· High level of integrity, accuracy, and attention to detail.
Education and Experience
· Bachelor’s degree in finance, accounting, economics, or a related field is required (Master’s degree preferred).
· Professional certification as a CPA is preferred.
· Significant senior-level finance experience (typically 7–10+ years).
· Experience working with boards of directors and senior executives is preferred.
· Nonprofit or mission-driven organization experience preferred.
Work Environment:
· Customer & Staff Interaction: Ability to effectively engage with staff and visitors, including handling challenging situations or difficult customers.
· Flexible Scheduling: Willingness to work irregular hours, including evenings, weekends, and holidays, as needed to meet the demands of the role.
· Animal Safety Awareness: Knowledge of safety protocols and precautions when handling or working around dangerous animals.
· Vehicle Operation: Ability to safely operate a golf cart and other zoo vehicles as required.
· Adaptability & Stress Management: Capable of adapting to changing circumstances, managing pressure, and maintaining composure in stressful situations involving animals and guests.
· Emergency Response: Able to stay calm and respond swiftly and effectively in emergency situations.

This job description does not state nor imply that these are the only activities to be performed by the team member holding this position. Staff are required to follow other job-related instructions and to perform other job-related responsibilities as requested by management.
In accordance with the Americans with Disabilities Act, it is possible that requirements may be modified to reasonably accommodate disabled individuals.  However, no accommodation will be made which may pose serious health or safety risk to the team member or others or which impose undue hardships on The Practice.  An individual seeking accommodation should contact Human Resources immediately.
|_|  I can perform this job without accommodation
|_|  I need an accommodation to perform this job

Job descriptions are not intended to and do not create employment contracts. Team members can be terminated at any time, for any reason not prohibited by law. FOTZ is an at-will employer.
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