JOB DESCRIPTION
I. POSITION TITLE: 			Finance Coordinator
II. PROGRAM COMPONENT: 		Community Action Kentucky (CAK)
III. EXEMPT/NON-EXEMPT: 		Exempt 
IV. SUPERVISOR: 			Executive Director
V. JOB SUMMARY: The Finance Coordinator is responsible for supporting the financial operations of Community Action Kentucky. This position assists with accounts payable, accounts receivable, financial reporting, budgeting, grant and contract tracking, payroll coordination, and maintaining accurate financial records. The Finance Coordinator works closely with CAK staff, contractors, funding agencies, auditors, and member agencies to ensure financial activities are completed accurately, efficiently, and in compliance with applicable regulations, grant requirements, and organizational policies.
VI. DUTIES AND RESPONSIBILITIES:
1. Review, verify and process vendor invoices.
2. Review and assist with submitting invoices to funding agencies, contractors, and partners.
3. Assist with monthly bank reconciliations and financial reporting.
4. Monitor expenditures and revenues to support budget management.
5. Track grant and contract expenditures to ensure compliance with funding requirements.
6. Assist in preparing monthly, quarterly, and annual financial reports.
7. Support annual audits and monitoring reviews by preparing requested documentation.
8. Receipt checks for deposit.
9. Maintain accounts receivable records, track outstanding balances, ensure timely collections, and report balances to the Executive Director.
10. Assist with development and monitoring of organizational and program budgets, as required.
11. Track grant budgets, billing, reimbursements, and match requirements.
12. Monitor financial performance and identify potential budget concerns.
13. Assist with financial reporting required by state, federal, and private funding sources.
14. Support subcontract management by verifying invoices and required financial documentation.
15. Coordinate payroll processing and maintain related records.
16. Assist with employee benefit administration and reporting.
17. Maintain confidential personnel and payroll records.
18. Ensure compliance with accounting principles, organizational policies, grant requirements, and applicable regulations.
19. Assist in the development and improvement of financial procedures.
20. Maintain internal controls and assist with risk management activities.
21. Communicate effectively with staff, vendors, contractors, funding agencies, auditors, and member agencies.
22. Assist with special projects, board reports, and financial analyses as assigned.
23. Participate in staff meetings, trainings, conferences, and organizational events.
24. Occasional day and overnight travel may be required.
THIS JOB DESCRIPTION MAY NOT COVER ALL NON-ESSENTIAL DUTIES OF THE POSITION.
VII. POSITIONS SUPERVISED: None
VIII. QUALIFICATIONS:
· Associate's degree in Accounting, Finance, Business Administration, or related field required. Bachelor's degree preferred. Equivalent combinations of education and experience may be considered.
· Minimum of two years of accounting, bookkeeping, finance, or nonprofit financial management experience preferred. Experience with grant-funded programs and nonprofit accounting is strongly preferred. Experience with Sage Intacct or similar accounting software preferred.
· Strong understanding of accounting principles and financial recordkeeping.
· Excellent organizational and time management skills with a high level of accuracy and attention to detail.
· Proficiency in Microsoft Excel, Word, Outlook, and financial software systems.
· Ability to prepare reports, analyze financial information, manage multiple priorities, and meet deadlines.
· Strong verbal and written communication skills.
· Ability to maintain confidentiality and handle sensitive information.
· Ability to work independently and collaboratively as part of a team.
· Reliable transportation, valid Kentucky driver's license, and proof of insurance.
· Must successfully pass a criminal background check.
IX. PHYSICAL DEMANDS:
Work is primarily performed in an office environment and requires frequent sitting, typing, computer use, and regular use of office equipment including computers, telephones, copiers, and scanners. The employee may occasionally be required to stand, walk, bend, and lift office materials weighing up to 25 pounds. Visual acuity is required for reviewing financial records, spreadsheets, reports, and electronic data.
X. JOB DESCRIPTION ACKNOWLEDGEMENT:
I have received a copy of my job description and state that I have read and fully understand the requirements and agree to abide by its requirements and will perform all duties and responsibilities to the best of my ability.
I certify that at this time, I know of no limitations which would prevent me from performing these functions. I understand that it is my responsibility to inform my supervisor at any time that I am unable to perform these activities.
I understand that this description is intended to be a general statement concerning this position and is not to be considered a detailed assignment. It may be modified by my employer as the need arises.
I further certify that this job description was orally reviewed with me, and I have been given the opportunity to ask questions of my employer concerning these matters and this job description will be a basis for evaluating my performance. I understand that failure to meet the job requirements could result in termination of my employment.
The above duties and responsibilities have been explained in detail.

Employee Name (printed) ______________________________    Date ______________

Signature Employee __________________________________    Date ______________

Signature Supervisor _________________________________    Date ______________

Date Updated: July 2026
