
 

JOB DESCRIPTION 
Position Title Department Reports to 

 

Director of Finance & Operations 
 

Administration 
 

Executive Director 

Employment Status FLSA Status Effective Date 
 

Full-Time 
 

Exempt 
 

February 2, 2018 

 
ORGANIZATION OVERVIEW 
Located in Portland, Oregon and strongly supported by our community, the Oregon Zoo is our state’s most 
popular paid attraction, whose mission is to create a better future for wildlife by inspiring visitors to respect 
animals, learn about endangered species protection and take action on behalf of the natural world. The 
mission of the Oregon Zoo Foundation, a supporting organization of the Oregon Zoo, is to foster community 
pride and involvement in the Oregon Zoo and to secure financial support for the zoo’s conservation, 
education and animal welfare programs. 

 
We do this by creating engaging experiences and advancing the highest level of animal welfare, 
environmental literacy and conservation science. The Zoo is dedicated to the highest quality educational 
programs so that the public better understands, cherishes, and conserves the earth’s wild creatures and 
natural resources.  The Zoo’s commitment to build a better future for wildlife sits on an expansive, centrally 
located 65-acre site that attracts more than 1.5 million zoo visitors annually. 

 
Organized to support and benefit the Oregon Zoo, the Oregon Zoo Foundation (OZF) is an independent 
nonprofit that raises funds dedicated to advancing the zoo's mission; since 1997, it has contributed $66 
million to the Oregon Zoo. OZF works in partnership with the leadership of the Oregon Zoo, which is owned 
and operated by Metro regional government.  OZF has annual revenues of more than $6 million, including 
membership and foundation support, individual contributions, corporate gifts, and events. 

 
Joining the OZF team means the chance to advocate for one of the premier animal welfare, education and 
conservation organizations in the Pacific Northwest. 

 
OZF has a bright, dedicated and team-oriented staff that is passionate about the mission of the Oregon Zoo. 
Besides excellent job skills, OZF values people who bring a sense of humor and appreciate others – human 
and animal. 

 
POSITION SUMMARY 
Reporting to the Executive Director of the Oregon Zoo Foundation, this position is head of administration 
for the Foundation and a key member of the leadership team. The Director of Finance & Operations is 
responsible coordinating, administering and controlling financial operations. Reviews, analyzes and 
interprets financial and budgetary reports. Directs all aspects of accounting operations and the preparation 
of annual financial forecasts. Oversees the development of financial accounting systems required to 
maintain reporting requirements. 

 
This Director of Finance & Operations is the liaison with the Foundation’s IT vendors, HR consultancy and 
employee benefit providers. Provides administrative support to the Audit & Finance committee of the 



Board of Trustees. Manages the Foundation’s relationship with its counterparts in Metro Accounting, the 
Zoo Bond Management Team and the Zoo’s Budget & Finance Manager. Supervises a part-time Accounting 
Manager and Personnel Specialist. 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

The essential functions include, but are not limited to the following: 
• Establishes  and  maintains  the  Foundation’s  financial  policies  and  procedures by  providing 

operational administrative direction to the accounting, budgeting, tax and insurance functions 
• Maintains the Foundation’s financial structure and coordinates the Foundation’s relationships 

and covenants with financial institutions, suppliers, and government agencies 
• Maintains contract files 
• Anticipates   the   Foundation’s  needs   and   performance   and   strategically   manages   funds 

accordingly by investing funds and providing segregation according to purpose 
• Reviews working capital on a regular basis and monitoring the company’s cash flow 
• Manages  all  accounting  functions  including,  but  not  limited  to:  General  Ledger,  Payroll, 

Accounts Payable, Accounts Receivable, and Billing 
• Designs and implements internal control systems and procedures 
• Assures proper use of donor and Foundation gifts 
• Oversees and coordinates the financial planning, forecasting and budgeting process; Prepares 

monthly, quarterly and annual financial statements and analyzes the financial results 
• Directs the Foundation’s Business Continuity activities including basic software and hardware 

infrastructure and the Foundation’s technology plan 
• Directs and coordinates the Company’s annual year-end audit with the independent auditors 
• Minimizes the Foundation’s exposure to risk by managing the Company’s business insurance 

policies 
• Provides tax, insurance and other reports required by governmental regulations 
• Maintains the Financial Policies & Procedures Manual 
• Carries out management-related duties for one part-time staff member 
• Acts as a liaison and in consultative capacity to a variety of internal and external stakeholders, 

including the Board of Trustees, the management team, outside vendors and government 
agencies. 

• Performs other duties as assigned 
 
Human Resources 

• Negotiates and maintains medical, dental, and welfare benefits plans 
• Ensures timely filing and distribution of all payroll taxes 
• Supervises Personnel Liaison to maintain personnel files and other employee records 

 
 
 
MINIMUM QUALIFICATIONS (KNOWLEDGE, SKILLS, AND ABILITIES) 

• Minimum of 5 years accounting experience with at least three years in a managerial role 
• BA/BS in accounting and CPA is required and an MBA is a plus 



• Strong knowledge in Account Reconciliation, Accounts Payable, Accounts Receivable, Payroll 
Processes, computer-based accounting systems, etc. 

• Technical and comprehensive knowledge of all finance, financial planning, accounting and tax 
areas of a business including an excellent understanding of GAAP 

• Ability to track and report on use of donor and foundation gifts to assure proper use of gifts, 
grants and sponsorships 

• Ability to work and communicate effectively at both the detailed and conceptual level 
• Excellent   computer   skills   including   all   MS   Office   applications.   (Word,   Excel,   Outlook, 

PowerPoint) required 
• Must be efficient with strong attention to detail 

 
PREFERRED QUALIFICATIONS 

• Minimum 3 years’ experience in public accounting and non-profit accounting preferred 
• Experience with selecting and implementing account systems 
• Three to five years’ experience working with boards, committees and third-party administrators 
• Excellent spreadsheet and word processing skills; experience with the Microsoft Office suite 

and Adobe Acrobat 
• Excellent verbal and written communication skills required to work with the public, staff and 

OZF board 
• Ability to forge professional relationship that contribute to a positive working environment and 

facilitate individual and team performance 
• Strong aptitude to manage and prioritize multiple projects and effectively coordinate 

assignments across different departments 
• Self-motivated and able to anticipate organizational needs 
• Ability to handle confidential information in a professional and discrete manner 

 
PHYSICAL DEMANDS AND WORK ENVIRONMENT 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this position. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the functions. While performing the duties of this position, 
the employee is regularly required to talk or hear. The employee frequently is required to use hands or 
fingers, handle or feel objects, tools, or controls. The employee is occasionally required to stand; walk; sit; 
and reach with hands and arms. The employee must occasionally lift and/or move up to 25 pounds. Specific 
vision abilities required by this position include close vision, distance vision, and the ability to adjust focus. 
The noise level in the work environment is usually low to moderate. 

 
NOTE 
This job description in no way states or implies that these are the only duties to be performed by the 
employee(s) incumbent in this position. Employees will be required to follow any other job-related 
instructions and to perform any other job-related duties requested by any person authorized to give 
instructions or assignments. All duties and responsibilities are essential functions and requirements and are 
subject to possible modification to reasonably accommodate individuals with disabilities. To perform this 
job successfully, the incumbents will possess the skills, aptitudes, and abilities to perform each duty 
proficiently. Some requirements may exclude individuals who pose a direct threat or significant risk to the 



health or safety of themselves or others. The requirements listed in this document are the minimum levels 
of knowledge, skills, or abilities. This document does not create an employment contract, implied or 
otherwise, other than an “at will” relationship. 

 
The Oregon Zoo Foundation is an Equal Opportunity Employer, drug free workplace, and complies with ADA 
regulations as applicable. 
 
To apply, please submit a one page cover letter and resume to OZFEmployment@oregonzoo.org. 
 
 

mailto:OZFEmployment@oregonzoo.org

