DIRECTOR OF FINANCE AND OPERATIONS
The Education Law Center-PA (ELC), a statewide nonprofit legal advocacy organization
in Pennsylvania, seeks a Director of Finance and Operations for a full-time position in
our Philadelphia office.
ELC’s mission is to ensure that all children in Pennsylvania have access to a quality
public education. Through individual representation, impact litigation, and policy
advocacy, we focus on issues of access and equity in public education for students
historically underserved by public education, including students of color, students with
disabilities, English language learners, LGBTQ youth, students experiencing
homelessness, and students involved in the foster care or juvenile justice systems.
The Director of Finance and Operations will report to the Executive Director (ED) and
will be responsible for budgeting, financial reports, grants management, accounts
payable, financial predictions, office operations, and human resources for the Education
Law Center.
Responsibilities
Financial Management
•

•

•
•

•
•

Analyze and present timely and accurate financial reports in collaboration with
ELC’s CPA; clearly communicate quarterly and annual financial statements to the
ED and the ELC Board of Directors, including commentary on YTD vs budget
fluctuations; oversee all financial, project/program and grants accounting;
Manage Education Law Center’s grants by calculating and preparing grant
budgets and financial reports in conjunction with the ED and by working with
staff to ensure each project or program is meeting financial and organizational
requirements. Experience in a medium-sized nonprofit organization funded by
multiple sources, including earned income, donations, and foundation grants is a
plus.
Coordinate and lead the annual audit process, working with external auditors and
the finance committee of the Board;
Oversee and lead the annual budgeting and planning process in conjunction with
the ED; administer and review all financial plans and budgets; monitor progress
and changes;
Manage organizational cash flow and forecasting;
Implement a contracts management and financial management/reporting system;
ensure contract billing and collection and that financial data and cash flow support
operational requirements;

•
•

Effectively communicate and present critical financial matters to the ED and
Board in collaboration with the ED and CPA;
Manage ELC’s contracts with outside payroll, insurance, and retirement plan
providers.

Human Resources, Technology, and Administration
•
•
•
•
•
•
•
•

Oversee Education Law Center’s administration, human resources, compensation,
and benefits;
Maintain and enhance the organization's human resources by serving as liaison to
staff, assisting in implementing human resources policies and practices;
Assist with professional development, performance evaluation, training, and
recruiting;
Assist and support staff with staff tools related to office systems and office
policies and procedures;
Oversee administrative functions as well as facilities to ensure efficient and
consistent operations;
Oversee the use of office space and serve as contact with building management;
Oversee disaster and recovery plan;
Supervise office operations and operations projects.

Competitive salary is commensurate with experience, and generous benefits are provided.
To apply, please submit a letter of interest and a curriculum vitae to hrphl@elc-pa.org
with “Director of Finance and Operations” in the subject line. Applicants will be
reviewed on a rolling basis. The Education Law Center is committed to creating a diverse
environment and is proud to be an equal opportunity employer.

