
 
 

Director of  Finance &      
Administration 
 
 

School’s Out Washington is seeking an experi-

enced financial leader to join our executive team 

as our Director of Finance and Administration. 

SOWA is in a dynamic period of growth and trans-

formation and is well positioned to expand our 

reach and impact. We need a seasoned finan-

cial and administrative leader to help us strength-

en our fiscal processes and financial forecasting 

and strategy to match our new scale, thereby al-

lowing our amazing team to grow its impact on 

young people, opportunity and equity.  
 

ABOUT SCHOOL’S OUT WASHINGTON 

School’s Out Washington provides services and guidance for 

organizations to ensure all young people have safe places to 

learn and grow when not in school. SOWA is dedicated to 

building community systems to support quality afterschool, 

youth development and summer programs for Washington’s 

children and youth ages 5 through young adulthood, with a 

focus on youth in poverty and youth of color. 

Over our 30 year history, SOWA has spearheaded and led ef-

forts to ensure systems and best practices are in place to pro-

mote equitable youth access to quality afterschool and sum-

mer learning opportunities. We strive to ensure youth have 

consistent access to high quality programs that will help them 

reach their full potential through our four pronged approach:  

1) Quality and Training;   2) Policy and Advocacy; 3) Grants to 

Programs; and 4) Racial Equity.   

Founded in 1987 by the City of Seattle, SOWA was hosted and 

fiscally sponsored by the YWCA of King and Snohomish Coun-

ty. SOWA became our own 501c(3) in 2012. Since then, SOWA 

has grown rapidly, in staffing, services and budget. Today, 

SOWA has an annual budget of $8.5 Million, and 47 full and 

part time staff. SOWA is the fiscal sponsor for two organiza-

tions, Youth Development Executives of King County (YDEKC) 

and SOAR. Elizabeth Whitford, SOWA’s second-only CEO, 

stepped into her role in 2017. 

https://www.schoolsoutwashington.org/


A DYNAMIC MOMENT 

Over the past three years, SOWA has grown rapidly, opening new offices, hiring staff, and growing our pro-

gramming in Tacoma and Spokane, as well as stepped into the role of grant maker for King County’s Best 

Starts for Kids Out of School Time grants, greatly expanding our role as a funder. With this new momentum 

comes the need to align our financial and administrative systems to our new scale. With this in place, we 

are uniquely positioned in this moment to more deeply shift youth-serving systems toward greater equity 

and outcomes for young people through high quality expanded learning opportunities.  

THE ROLE OF THE DIRECTOR OF FINANCE AND ADMINISTRATION 

SOWA’s Director of Finance and Administration has primary responsibility for the organization’s financial, 

operations, IT and HR teams. The Director is part of the SOWA executive team and participates in leader-

ship strategy and the daily management of the financial and operations services. In this capacity and in 

collaboration with the leadership team, the Director plays a key role in monitoring and reporting on SOWA’s 

programs, developing fiscal policy and administering employment and human resources policies. 

PRIMARY RESPONSIBILITIES: 

Financial Operations and Strategy (60%) 

• Manage all SOWA’s finance and accounting operations, including accounting transactions, banking, 

financial analysis, reporting and planning, budgetary control, and payroll.  

• Lead the development of short- and long-term financial plans, including budgets, cash flow projec-

tions, financial reports, background for fundraising and capital acquisition plans.  

• Advise the CEO and other key members of SOWA’s leadership team on financial planning, budget-

ing, cash flow, investment priorities, and policy matters. 

• Serve as the management liaison to the board and audit committee; effectively communicate and 

present critical financial matters at select board of directors and committee meetings. Provide appro-

priate budget and program performance reports and analysis. 

• Manage the annual financial audit as the primary liaison with the independent auditors, providing all 

information and reports requested by our independent auditors for completion of the annual audit 

report on a timely basis. Ensure completion of all fiscal aspects of the annual Federal Form 990. 

Team Development/Leadership (25%) 

• Oversee, direct, and organize the work of the internal staff teams supporting finance and HR, and our 

external outsourced partnership for IT support services. 

• Promote a culture of high performance and continuous improvement that values learning and a 

commitment to quality. 

• Mentor and develop staff using a supportive and collaborative approach; Establish and monitor staff 

performance and development goals, assign accountabilities, set objectives, establish priorities, con-

duct annual performance appraisals, and administer salary adjustments. 

Operations and Technology Systems (15%) 

• Oversee and negotiate the contracts with key vendor partnerships including for office space and 

technology systems. Ensure SOWA’s vendor partners provide high quality services and support to the 

organization. 

• Oversee and lead operations staff and technology committee to evaluate current technology and 

systems that support SOWA and build strategic roadmap for infrastructure, systems and tools that 

streamline operations and allow the organization to scale. 

• Provide analytical support to SOWAs internal management team including development of internal 

management reporting capabilities. 

• Identify opportunities to streamline purchasing for services and products; create purchasing partner-

ships that benefit the overall financial health of SOWA. 



OUR IDEAL CANDIDATE 

We are looking for an experienced finance and administration professional, with nonprofit leadership ex-

perience, strong financial knowledge and training, and a rigorous commitment to high performance and 

continuous improvement. 

They will model a service orientation to their team, developing tools and clear communications to help the 

staff and board of directors have the information and support they need to make effective financial deci-

sions and succeed in their roles. They will be someone who is skilled at navigating and leading change, 

including implementing and improving the systems and processes that support a high functioning team.  

Our next Director will be a strategic and analytical thinker, someone who is skilled at running a tight opera-

tion with strong controls and systems, paired with effective analysis to inform forecasting, organizational 

planning and business development.  

Their commitment to advancing racial equity and social justice will be evident through their actions. They 

will bring a strong understanding of structural and systemic oppression, and readiness to learn and engage 

in challenging conversations around racism with colleagues and partners. 

The Director of Finance and Administration will also bring the following experience and skills  

• 10+ years of related work experience, with a strong preference for work in the nonprofit sector 

• A BA degree in business or related field required, MBA preferred.  Equivalent experience may be 

substituted for education 

• Strong knowledge of Generally Accepted Accounting Procedures (GAAP) and experience with 

audit requirements and procedures for non-profits.  Preference for experience with A-133 audits 

• CPA preferred (not required) 

• Proficiency using applicable accounting software (QuickBooks currently) as well as MS Office, 

including Word, Excel and Outlook 

• Demonstrated ability to lead, manage, train and develop staff 

• Excellent communication skills, both oral and written 

• Ability to prioritize and complete multiple tasks 

• Ability to adjust course of direction based on evaluation data or emerging project themes 

• Ability to work independently and as part of a collaborative team 

• Ability to work collaboratively across staff teams, providing strong customer service and helping 

create a great employee experience 



 

OUR EQUITY COMMITMENT 

School’s Out Washington is an Equal Opportunity Employer. School’s Out Washington has a commit-

ment to addressing racism, sexism, heterosexism and other discriminatory practices and a commitment 

to working toward racial equity through undoing institutional and structural racism. Women, people of 

color, people living with disabilities, and LGBTQ individuals are encouraged to apply. 

 

COMPENSATION AND BENEFITS 

This is a full-time exempt position reporting to the CEO. The salary range is $95,000 to $105,000, depend-

ing on experience. SOWA offers a generous benefits plan including ample paid time off, medical, den-

tal and vision insurance, and a 403b retirement savings plan matched by the organization after their 

second year of employment. 

 

HOW TO APPLY 

Interested candidates should apply through our employment portal, which can be accessed through 

our website at www.schoolsoutwashington.org/pages/careers. Please upload your resume and cover 

letter as one document. Cover letters should be no more than 2 pages and should outline how your 

professional background, experience, interests and passions specifically correlate to the mission and 

purpose of School’s Out Washington.  

Position is open until filled. The announcement will remain posted until the position is filled. 

https://secure3.entertimeonline.com/ta/624.jobs?ApplyToJob=235098314
https://www.schoolsoutwashington.org/pages/careers

