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Cultural Attractions - Chief Financial Officer
Company Name: [INSERT COMPANY NAME HERE]
Department: Finance
Reports to: Chief Executive Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
Our CFO keeps the finances of a nonprofit attraction in order. You run the budget, cash flow, and monthly close; track restricted gifts and grants; lead the annual audit and work with our auditor on the Form 990; and report to the board's finance and audit committees. You also supervise the Bookkeeper.
2. Essential Duties and Responsibilities
1. Build the annual budget with the CEO and department heads from attendance, membership, and fundraising forecasts.
1. Track restricted gifts and grants by fund, release restrictions when conditions are met, and report spending to funders.
1. Lead the annual audit and work with your auditor to prepare the Form 990.
1. Manage cash flow from the slow months through the summer peak, including any line of credit.
1. Report monthly to the CEO and the board's finance committee on results against budget and the year-end forecast.
1. Oversee endowment and investment reporting under the board's spending and investment policies.
1. Set internal controls for cash handling, ticketing, gift shop sales, and purchasing, and manage insurance renewals.
3. Key Tasks / Daily Activities
1. Review cash balances and the deposits from admissions, the gift shop, and events.
1. Approve payables, payroll, and purchases over [your approval limit].
1. Answer budget questions from managers and check their spending against plan.
1. Work with development so gifts, pledges, and grant budgets match in both sets of records.
1. Prepare schedules for the board, the auditor, or [city or county partners].
4. Key Performance Indicators (KPIs)
1. Monthly close on time: [your target].
1. Days cash on hand: [your target].
1. Audit adjustments: [your target].
1. Budget variance by department: [your target].
1. Grant financial reports filed on time: [your target].
5. Required Qualifications and Skills
1. Bachelor's degree in accounting or finance; [CPA license or master's degree].
1. [7+] years of finance leadership, including nonprofit fund accounting.
1. Experience leading audits and working with auditors on the Form 990.
1. Experience tracking restricted gifts, pledges, and government grants.
1. Writes financial reports that board members without finance training can follow.
6. Preferred Experience
1. Finance experience at a zoo, aquarium, museum, garden, or other attraction with earned revenue.
1. Experience with a single audit, when your federal awards require one.
1. Experience with endowments, capital campaign pledges, or municipal operating agreements.
1. Has used [your accounting system] alongside ticketing and donor databases.
7. Physical Requirements
1. Desk work with long stretches at a computer.
1. Walk the site for meetings and events.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Full-time office role on site, with [hybrid days if your policy allows].
1. Longer hours at month-end, year-end, and during audit fieldwork.
1. Some evening board and committee meetings.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new chief financial officer gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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