Finance Director

Reports To

Executive Director

Date Issued

September 1, 2022

Ideal Start Date

ASAP

FLSA Status

Exempt

About Portland Housing Center
Portland Housing Center is a nonproﬁt organization founded in 1991 with support from the City of Portland, local banks, and a
concerned community. We were founded to ensure all Portland residents had equal access to information and resources to
achieve homeownership. We specialize in providing our ﬁrst time home buyers with education, counseling, ﬁnancial resources,
and other home-buying support.
Everyone deserves access to homeownership. Portland Housing Center makes it possible through qualityeducation,
counseling, and ﬁnancial services.
Culture/ EEO Statement
Portland Housing Center is committed to providing equal employment opportunity (EEO) and equal pay to all persons
regardless of age, color, national origin, citizenship status, physical or mental disability, race, religion, creed, gender, sex,
sexual orientation, gender identity and/or expression, genetic information, marital status, status with regard to public
assistance, veteran status, or any other characteristic protected by federal, state, or local law. We continually review and
improve our company to ensure it’s a safe and supportive environment for everyone. We encourage all to apply who have
passion for the most vulnerable here.
Position and Primary Responsibilities
Position
The Finance Director is a strategic member within a five-member interdependent management team, and reports to the
executive director. The Finance Director role is a hands-on and participative manager leading an internal team and responsible
for the following areas: finance, business planning and budgeting, loan servicing, administration, and IT.
The financial operation of the Portland Housing Center is multi-faceted. The organization is a non-profit organization with an
annual operating budget of $2 million. There are 20 employees. PHC is a certified Community Development Financial Institution
(CDFI) with $10 million in loan capital used for second mortgage down payment loans. It is a licensed mortgage broker and
services over 300 second mortgage loans. It also administers IDA savings accounts. Sources of revenue include loan revenues
from fees and interest earned, federal, state, and local grants and contracts, corporate donations, and program fees.
Responsibilities
Financial Management
• Oversee and lead annual budgeting and planning process in conjunction with the ED; administer and review all financial
plans and budgets; monitor progress and changes; and keep senior leadership team abreast of the organization’s financial
status.
• Analyze and present financial reports in an accurate and timely manner; clearly communicate monthly and annual financial
statements; collate financial reporting materials for all donor segments, and oversee all financial, project/program and
grants accounting including CDFI and NMLS reporting and compliance.

•
•
•
•
•
•
•

Coordinate and lead the annual audit process, liaise with external auditors and the finance committee of the board of
directors; assess any changes necessary.
Monitor loan capital and analyze scenarios for raising capital to meet needs. Assist with strategies to raise capital through
debt, equity, and loan sales.
Oversee loan servicing working with the loan servicer and attorney as needed; recommend loan write-offs and other
collection activities to finance committee and ED.
Manage cash flow and forecasting; oversee investment planning and cash management.
Oversee payroll, related time-allocation process, and initiatives to analyze employment costs of services and identify
options to increase mission-oriented returns on investment.
Update and implement all necessary business policies and accounting practices; improve the finance department’s overall
policy and procedure manual.
Effectively communicate and present the critical financial matters to the finance committee.

Technology and Administration
• Work closely and transparently with external partners including vendors and consultants.
• Oversee administrative functions as well as facilities to ensure efficient and consistent operations as the organization scales.
• Other duties as assigned
Qualifications
• Bachelor's degree required ideally with an MBA/CPA or related degree
• At least seven years of overall professional experience; ideally six-plus years of broad financial and operations management
experience and working with a management team
• Strong proficiency in using and developing Excel spreadsheets
• Strategic and technical expertise in nonprofit financial accounting, financial analysis involving debt and equity planning for
various growth scenarios
• Excellent team leadership with ability to be collaborative, resourceful and instill a culture of initiative and problem solving
• Ability to translate financial concepts to – and to effectively collaborate with -- programmatic and fundraising colleagues
who do not necessarily have finance backgrounds
• Knowledge of applicable laws and regulations
• Technology savvy with experience managing relationships with software vendors; knowledge of accounting and reporting
software
• A successful track record in setting priorities; keen analytic, organization and problem-solving skills which support and
enable sound decision making and business planning
• Excellent communication and relationship building skills with an ability to prioritize, negotiate, and work with a variety of
internal and external stakeholders
• A multitasker with the ability to wear many hats in a fast-paced environment
Working Conditions
Portland Housing Center is an Equal Opportunity Employer; employment decisions are made without regard to race, color,
creed, sex, national origin, religion, age, handicap, disability, sexual orientation, family relationship, marital status, political
affiliation, or any other reason prohibited by law.
The position is full time and is located in Portland, OR and is currently a hybrid position. Employees are required to provide
proof of vaccination for COVID-19 upon hire.
Beneﬁts
The salary range for this full-time position is $97,778 - $124,310, commensurate with experience and skills. Portland Housing
Center offers excellent beneﬁts, including PTO, ﬂex time, medical, dental, vision & prescription insurance; life A&D insurance,
401k with employer contribution, short- & long-term disability.
**Please send Cover Letter and Resume to HR@portlandhousingcenter.org

