
 

 
Finance Director (Fractional) 
Part-Time  •  Start Date: October 2026  •  Reports to: Executive Director  •  Bellevue, WA 

About the Position 

We are a Bellevue, WA-based nonprofit managing a complex portfolio of assets across multiple 
funds with varying donor restrictions. As we enter a pivotal stage of organizational growth, our 
financial operations have outgrown contracted bookkeeping and a volunteer-supported model. We 
are building the professional infrastructure needed to match our scale and long-term ambitions.  

The Finance Director is a newly created position designed to bring financial operations fully in-
house and establish a stable, reliable foundation for continued growth. The Finance Director will 
take ownership of day-to-day financial execution, enabling the Board Treasurer to focus on 
governance and oversight, while serving as a strategic financial partner with the Executive Director. 

In addition to core financial management responsibilities, the position will play a central role in 
strengthening organizational decision-making through financial insight and analysis. The 
responsibilities include working with the Executive Director and program managers to identify, 
define, and report on key financial and performance metrics. The Finance Director will help 
establish reporting systems for the organization, such as KPI dashboards, that improve visibility into 
financial and program performance over time. 

The position will also partner closely with leadership and program teams to provide strategic 
financial analysis that supports planning and decision-making. The responsibilities include helping 
programs understand variances, identify trends, and surface opportunities to improve financial 
outcomes.  

The position will begin part-time in October 2026. During the initial onboarding period, the Finance 
Director will work closely with existing staff and board to gain a deep understanding of the 
organization's financial systems, processes, reporting practices, and operational workflows. This 
period will coincide with the organization's annual audit, providing an opportunity to support the 
audit process and develop familiarity with the organization's financial structure, internal controls, 
investment assets, and fund management practices. 

As part of this work, the Finance Director will assess current financial systems and procedures and 
begin building the infrastructure, reporting tools, and operational processes needed to support a 
growing and increasingly complex organization. This includes identifying opportunities to improve 
efficiency, strengthen financial controls, enhance reporting capabilities, and establish scalable 
systems that align with the organization's current needs and long-term strategic goals. 

We are seeking someone who is equally comfortable with the precision and rigor of nonprofit 
accounting and the broader strategic thinking required in a growing organization with increasingly 
complex financial operations. 

 



 
Your Responsibilities  

Financial Operations 
• Process payroll through Paychex; set up new employees with payroll, benefits deductions, 

and direct deposit 
• Manage day-to-day banking: serve as primary bank contact, manage signers and account 

documentation, coordinate check signing 
• Reconcile all accounts monthly and quarterly; review and maintain detailed records in 

QuickBooks 
• Manage accounts payable: code and classify transactions, print checks, file supporting 

paperwork 
• Issue and enforce credit card and expense reimbursement policies; review monthly 

statements 
• Maintain records retention for all financial files and supporting documentation 

Budget and Financial Reporting 
• Build the annual budget model (top-down and bottom-up, by program and org-wide) in 

coordination with the Executive Director, program managers, and Finance Committee 
• Manage the budget planning timeline and milestone tracking across committees 
• Prepare mid-year budget amendments when actuals diverge from plan 
• Prepare budget-vs-actual reports and meet regularly (monthly or quarterly) with program 

managers to review financial performance, explain variances, and identify opportunities to 
improve financial outcomes; surface issues and variances to the ED and Treasurer 

• Partner with the Executive Director and program managers to identify, track, and report on 
key financial and operational metrics; develop and maintain organization-wide reporting 
tools, including a KPI dashboard 

• Provide strategic financial analysis to the Executive Director and program managers, 
including scenario modeling to evaluate the financial impact of programmatic and 
operational decisions (e.g., pricing changes, staffing shifts, program expansion) 

• Prepare financial statement presentations for the Finance Committee and Board 
• Review P&L, P&L by Class, and Balance Sheet each month, quarter and yearly; surface 

issues for Treasurer and ED review 

Investments and Restricted Funds 
• Serve as primary interface with the organization’s financial advisor; execute buy/sell orders 

per Finance Committee decisions and standing policy 
• Schedule and coordinate quarterly investment presentations to the Finance Committee 
• Set up and close investment funds; manage fund structure for bequests and endowments 
• Oversee endowment and reserve stewardship, including spending policy oversight and 

capital policy design that distinguishes operating reserves from endowment principal and 
supports long-term financial sustainability 

• Track restricted donations by fund; ensure expenditures align with donor intent 
• Document and maintain audit trail for all fund releases and restricted spending 
• Manage the bequest pipeline: track expected bequests, coordinate with ED and financial, 

legal or estate planning experts, ensure correct classification 

 



 
Audit, Tax, and Compliance 

• Manage relationships with external auditors, tax advisors, insurance brokers, and other 
financial service providers, serving as the primary organizational liaison for audit and 
compliance matters 

• Lead coordination of the annual audit, including preparation of financial records, 
reconciliations, schedules, and supporting documentation, and serve as the primary point of 
contact during fieldwork 

• Oversee preparation and review of materials for Form 990 filing, including assembling 
required financial information, reviewing draft filings for accuracy, and coordinating Finance 
Committee and Board review prior to submission 

• Support the Executive Director and Board in the selection and engagement of audit and tax 
firms, including evaluation of proposals and ongoing engagement management 

• Ensure timely completion of required federal and state nonprofit compliance filings, including 
Secretary of State registrations and annual renewals 

• Coordinate review and renewal of insurance policies, including D&O, general liability, and 
workers’ compensation coverage 

Financial Policies and Governance Support 
• Maintain and annually review all financial policies and procedures 
• Draft and update policies covering bequests, investments, endowments, donation 

acceptance, and reserves 
• Prepare policy change proposals for Finance Committee and Board review 
• Support Finance Committee meetings, including booking conference rooms, support 

creation of the agenda, preparing any materials to be presented and coordinating with the 
board  

• Orient new board members on financial statements, budget, and fiduciary basics 
• Present financial risk issues to the Finance Committee and Executive Committee, or full 

Board as needed  

Restricted Funds, Grants, and Fund Accounting 
• Maintain fund accounting structures and records for restricted gifts, endowments, bequests, 

and grant-funded programs, ensuring compliance with donor intent and applicable 
accounting standards. 

• Partner with the Development Director to ensure donor-restricted fund balances, gift 
records, and fund designations are accurately reflected across accounting records, 
investment accounts, and donor management systems. 

• Calculate and record endowment spending distributions in accordance with Board-approved 
policies and maintain documentation supporting fund activity, restrictions, and releases. 

• Prepare financial schedules, fund reports, and supporting documentation for grant funders, 
endowment donors, auditors, organizational leadership, annual reporting, and donor 
stewardship activities. 

• Support the Executive Director and Development Director in the financial review, 
administration, and reporting of planned gifts, bequests, and other complex charitable gifts. 

• Provide financial analysis, reporting, and documentation to support major gift discussions, 
grant compliance, and restricted fund management. 

 



 
What We’re Looking For 

Required 
• Demonstrated experience in nonprofit financial management, including bookkeeping, budget 

development, and financial reporting 
• Working knowledge of QuickBooks (Online or Desktop) and payroll systems 
• Familiarity with nonprofit fund accounting, restricted donations, and grant compliance 
• Experience preparing for or supporting an annual audit for nonprofits 
• Ability to translate financial data into clear analysis and strategic recommendations for non-

financial stakeholders 
• Strong attention to detail and ability to manage multiple concurrent deadlines 
• Excellent judgment about when to act independently and when to escalate or seek 

alignment 
• Comfort working in a small, entrepreneurial organization where roles are broad and context 

shifts quickly 
• Strong interpersonal and communication skills, with the ability to build trust across teams 

while also holding boundaries and navigating competing priorities with professionalism and 
clarity 

Preferred 
• Experience with Paychex or comparable payroll platforms  
• Familiarity with investment fund oversight, endowments, or planned giving  
• Prior experience as a finance manager or finance director of finance in a nonprofit setting  
• Familiarity with Secretary of State filings and nonprofit compliance requirements in 

Washington State  

Equal Opportunity Commitment 
BBGS provides equal employment opportunities to all staff members and applicants for 
employment and prohibits discrimination and harassment of any type on the basis of race, color, 
religion, age, sex, national origin, disability status, protected veteran status, sexual orientation, 
gender identity or expression, or any other characteristic protected by federal, state, or local laws. 

Compensation and Details 
This is a regular, part-time position (approximately 30 hours per week) beginning in October 2026. 
The salary range is $60,000–$70,000 annually, depending on qualifications and experience. 
 
The position includes: 

• Paid holidays 
• Paid Time Off (PTO), accrued in accordance with organizational policy 
• Washington Paid Sick Leave 

This position is not eligible for medical, dental, vision, or retirement benefits. 
 
Location: Bellevue, WA. In-office presence is expected, particularly around audit season, board 
meetings, and team events. 



 
How to Apply 
Applications will be accepted through September 17, 2026. Applications will be reviewed on a 
rolling basis, so candidates are encouraged to apply as soon as possible. 
 
To apply, please email the following materials to application@bellevuebotanical.org: 

1. Cover letter 
2. Resume 

 
Please combine your cover letter and resume into one PDF document and name the file using the 
following format: 
 
Example: [Last Name, First Name_Application.pdf] 
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