
 

Finance and Administration Manager​
​ ​ ​ ​ ​    

Employment Classification: Full Time, non-exempt hourly​ ​ ​ ​ ​
Reports To: Executive Director ​ ​ ​ ​ ​ ​ ​ ​
Primary Work Site: Remote with occasional statewide travel 

Position Summary 

The Finance and Administration Manager oversees Vermont Adult Learning’s internal 
financial and administrative operations within the One VAL model. This role is 
responsible for translating organizational priorities into effective day-to-day financial and 
administrative practices, ensuring compliance, supporting operational decision-making, 
and promoting long-term organizational sustainability across VAL’s three pillars of 
Education, Workforce, and Community. 

Working in close partnership with the Executive Director and the outsourced accounting 
partner, Charity CFO, the Finance and Administration Manager oversees purchasing, 
vendor management, invoicing, property coordination, financial documentation, internal 
controls, and financial reporting. The position ensures accurate and timely financial 
information is available for organizational decision-making while supporting compliance 
with state and federal funding requirements. 

In advancing One VAL, the Finance and Administration Manager promotes consistency 
across centers, strengthens financial transparency, and supports equitable and 
sustainable resource allocation throughout the organization. 

Core Responsibilities 

Financial and Administrative Operations 

●​ Process and track purchase requests and approvals in accordance with 
organizational policies and budgets. 

●​ Manage vendor relationships and maintain vendor accounts, contracts, and 
supporting documentation. 

●​ Coordinate organizational purchasing and ordering processes. 
●​ Coordinate invoice processing, payment requests, and required approvals with 

Charity CFO and organizational staff. 

 



 

●​ Prepare and issue invoices for organizational programs, memberships, 
fee-for-service activities, and other revenue-generating initiatives. 

●​ Process recurring organizational payments and renewals, including 
memberships, subscriptions, lease-related expenses, and other operational 
obligations. 

●​ Ensure timely submission and organization of receipts, expense documentation, 
and financial records. 

●​ Track outstanding financial documentation and follow up with staff to ensure 
complete and accurate records. 

●​ Maintain centralized financial files and records in accordance with organizational 
policies and audit requirements. 

●​ Serve as the primary point of contact for day-to-day finance and administrative 
questions from staff. 

●​ Work collaboratively with the HR and Administrative Coordinator to support 
efficient organizational operations. 

●​ Partner with program staff, including the GED Coordinator, to support financial 
and administrative processes that ensure learners have timely access to services 
and resources. 

●​ Provide administrative and financial support to the GED Coordinator to ensure 
timely processing of GED-related payments, invoices, and reconciliation. 

●​ Serve as a resource to staff on financial procedures and administrative 
requirements related to program operations. 

Property and Facilities Coordination 

●​ Coordinate administrative and operational activities related to leased office and 
instructional spaces across Vermont. 

●​ Serve as the primary point of contact with landlords and property management 
companies for routine lease administration and facility-related matters. 

●​ Coordinate lease documentation, renewals, and required notices in collaboration 
with the Executive Director. 

●​ Track lease terms, payment schedules, and key dates to ensure compliance with 
contractual obligations. 

●​ Coordinate building maintenance requests and communicate with landlords 
regarding repairs, facility concerns, and operational needs. 

●​ Support center staff in addressing facility-related issues and identifying 
appropriate solutions. 

●​ Coordinate insurance documentation and certificates of insurance required by 
landlords or lease agreements. 

●​ Maintain centralized records related to leases, property agreements, and facility 
documentation. 



 

●​ Support leadership in evaluating facility needs, space utilization, and potential 
future lease opportunities. 

●​ Promote consistency in facility standards and administrative practices across 
centers in support of One VAL. 

Financial Coordination and Internal Controls 

●​ Serve as the primary internal liaison to Charity CFO by preparing, organizing, and submitting 
financial information such as invoices, expense documentation, purchasing records, and 
other financial materials.  

●​ Ensure financial documentation and supporting materials are complete, 
organized, and available for accounting processes. 

●​ Coordinate coding standards and cost allocation guidance with Charity CFO. 
●​ Support consistency in financial procedures across centers. 
●​ Maintain internal documentation related to financial processes and controls. 
●​ Ensure adherence to established internal controls and financial approval 

processes. 

Finance Administration and Compliance 

●​ Oversee administrative financial processes, including workers' compensation 
reporting, insurance documentation, and required compliance filings. 

●​ Review and renew organizational insurance documentation, including general 
liability, directors & officers, cyber, crime, auto, property, workers compensation, 
etc, and related compliance requirements. 

●​ Coordinate insurance documentation and certificates of insurance required for 
leased facilities, vendors, grants, and organizational operations. 

●​ Support the preparation of documentation required for contracts, audits, and 
regulatory reviews. 

●​ Maintain centralized data and records across the organization. 
●​ Coordinate financial documentation needed for vendor agreements and 

organizational contracts. 
●​ Lead administrative processes for federal partner risk assessments and financial 

management monitoring. 
●​ Maintain organizational memberships, subscriptions, and related financial 

records, ensuring timely renewals and payments. 
●​ Develop and maintain administrative procedures related to finance and 

compliance. 
●​ Serve as a financial and administrative partner to the HR and Administrative 

Coordinator to ensure smooth operational workflows. 



 

●​ Collaborate with leadership to ensure financial alignment with Vermont Agency of 
Education funding requirements. 

●​ Monitor and analyze AOE funding allocations and formula changes. 
●​ Support financial analysis related to student count metrics and funding 

distribution. 
●​ Assist in the preparation of financial documentation for state monitoring, 

reporting, or review. 
●​ Model potential financial impacts of state or federal policy changes. 

 

Budget Monitoring and Variance Analysis 

●​ Conduct monthly budget-to-actual analyses by program and location and 
synthesize findings for leadership decision-making. 

●​ Identify trends in spending differences across centers. 
●​ Provide variance summaries and financial insights to the Executive Director. 
●​ Flag financial risks or emerging budget concerns. 
●​ Support mid-year reforecasting and financial scenario modeling. 
●​ Monitor cash flow trends and support leadership in assessing short- and 

long-term financial sustainability. 

Financial Metrics and Organizational Analysis 

●​ Develop and maintain cost-per-student metrics by location and program. 
●​ Analyze instructional costs, staffing ratios, and operational efficiency. 
●​ Track margin and performance of earned revenue programs, including English at 

Work and fee-for-service initiatives. 
●​ Monitor indirect cost recovery across funding streams. 
●​ Develop internal financial dashboards to support leadership decisions. 
●​ Provide financial modeling to support staffing, program expansion, and long-term 

organizational planning. 
●​ Collaborate with program and data leadership to integrate financial metrics with 

student, program, and workforce performance data. 
●​ Collaborate with the Director of Data and Accountability to align financial metrics 

with organizational outcomes and performance indicators. 

Grant Financial Management 

●​ Collaborate with Development and Program leadership to develop grant budgets 
and financial projections. 



 

●​ Monitor grant expenditures to ensure compliance with funding requirements and 
approved budgets. 

●​ Support Charity CFO in preparing financial reports required by state, federal, and 
private funders. 

●​ Support reimbursement requests and grant financial documentation. 
●​ Maintain documentation supporting restricted funding compliance and cost 

allocation methodologies. 
●​ Model sustainability scenarios for new funding opportunities and earned revenue 

initiatives. 
●​ Analyze staffing and infrastructure implications of new contracts and funding 

opportunities. 
●​ Coordinate financial reporting timelines with program and development staff. 

 

Earned Revenue, Billing, and Accounts Receivable 

●​ Prepare and issue invoices for earned revenue activities, including 
fee-for-service programs, employer partnerships, shared lobbyist activities , 
memberships, and other organizational initiatives. 

●​ Coordinate billing and payment processes with program leaders and external 
partners. 

●​ Support Charity CFO in monitoring and tracking accounts receivable, including 
aging reports and revenue realization. 

●​ Follow up on outstanding invoices and coordinate collection activities as 
appropriate. 

●​ Maintain billing records and supporting documentation to ensure accurate 
financial reporting and audit readiness. 

●​ Support financial modeling and analysis of fee-for-service expansion and earned 
revenue opportunities. 

●​ Assist leadership in evaluating pricing strategies and margin sustainability. 

 

Governance and Leadership Support 

●​ Prepare financial analyses, dashboards, and supporting materials for Resources 
Committee and Board meetings. 

●​ Attend Resources Committee and Board meetings as a financial resource. 
●​ Support the Executive Director in presenting financial performance, trends, and 

forecasts. 



 

●​ Respond to technical financial questions and provide analysis to support 
organizational decision-making. 

●​ Serve as a financial partner to the Executive Director in long-term organizational 
planning. 

●​ Coordinate internal preparation for the annual audit and collaborate with Charity 
CFO and external auditors on documentation and information requests. 

 

Connection to One VAL 

The Finance and Administration Manager advances One VAL by: 

●​ Promoting consistent financial practices across centers and programs. 
●​ Supporting equitable and transparent allocation of organizational resources. 
●​ Providing financial insights that inform organizational decision-making. 
●​ Collaborating across Education, Workforce, and Community to support learner 

success and organizational sustainability. 
●​ Ensuring financial systems and processes align with VAL’s mission, strategic 

priorities, and shared accountability model. 

 

What This Role Does Not Do 

●​ Process payroll independently. 
●​ File taxes or prepare Form 990. 
●​ Maintain the general ledger or perform bookkeeping functions independently of 

Charity CFO. 
●​ Replace outsourced accounting functions. 
●​ Own organizational revenue generation strategy. 
●​ Supervise regional staff. 
●​ Independently authorize financial transactions outside established approval 

processes. 
●​ Independently negotiate or execute lease agreements outside established 

approval processes. 
●​ Independently establish organizational financial policy or strategic direction 

outside established leadership processes. 
●​ This position currently does not supervise staff but may assume supervisory 

responsibilities as organizational needs evolve. 

 



 

Qualifications 

●​ Bachelor’s degree in Accounting, Finance, Business Administration, or related 
field preferred. 

●​ Three to five years of progressively responsible experience in nonprofit finance, 
accounting, business administration, or operations management. 

●​ Experience working with government grants or state-funded programs. 
●​ Strong understanding of restricted funding environments. 
●​ Experience with budgeting, purchasing, accounts payable workflows, financial 

reporting, or administrative operations. 
●​ Experience managing vendor relationships, contracts, memberships, 

subscriptions, or leased facilities preferred. 
●​ Experience developing financial performance metrics and dashboards preferred. 
●​ Ability to translate financial data into actionable insights. 
●​ Strong analytical and organizational skills with attention to detail. 
●​ Ability to manage multiple priorities and work collaboratively across departments. 
●​ Commitment to educational equity and mission-driven work. 

Working Conditions & Environment 

Staff working conditions and locations are subject to change; the Finance and 
Administration Manager role has remote working arrangements. 

The position requires travel within Vermont, access to reliable transportation, and a valid 
driver's license. 

All Vermont Adult Learning staff are required to be familiar with Vermont's Mandated 
Reporter law. 

Compensation and Benefits 

This is an exempt, salaried position. Vermont Adult Learning offers a comprehensive 
benefits package including health and dental insurance, retirement contributions, 
generous paid time off, flexible work arrangements, and professional development 
opportunities. 

Vermont Adult Learning is an Equal Opportunity Employer. 
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