GREATER TWIN CITIES YOUTH SYMPHONIES (GTCYS)

Position: Finance Manager
Reports to: Executive Director
Category: Part-time, approximately 10-20 hours/week (flexible)

Compensation: $35 - $45/hour depending on qualifications

POSITION SUMMARY

In this newly created position, the Finance Manager is responsible for the management and execution of
day-to-day accounting, financial management, business operations, and payroll and benefits administration
for GTCYS, which currently has an annual operating budget of $2.3 million, 35-40 employees, and multiple
endowed and investment funds. This role works closely with the Executive Director and is also tasked with
identifying and implementing new technological systems to improve efficiency in processes such as
accounts payable, accounts receivable, and payroll. This role is based in the Twin Cities and some in-office
work is required.

RESPONSIBILITIES
Financial Operations

Manage daily accounting operations, including General Ledger, Accounts Payable, Accounts
Receivable, endowment and investment tracking, and account reconciliations

Identify and implement systems to enhance efficiency in accounts payable and receivable
processes

Manage cash flow and financial forecasting

Prepare, analyze, and deliver timely and accurate financial reports

Partner with the Executive Director and staff to develop annual budgets

Oversee staff to track and reconcile tuition payments

Monitor grant-related expenses and ensure compliance with donor restrictions on contributed
income

Lead the annual audit preparation process, preparing necessary documentation, coordinating with
external auditors and the Finance Committee, and managing tax filings

Ensure timely submission of required reports such as 1099s and meet all statutory reporting
obligations

Maintain a robust internal control system to ensure accurate financial recording and safeguard
organizational assets

Advise the Executive Director on operational and financial matters, offering insights and
recommendations based on financial analysis and projections

Enforce and refine organizational policies, including GTCYS’ records retention and destruction
policies

Stay informed of changes in accounting and finance regulations to ensure ongoing compliance and
adoption of best practices

Foster strong internal communication and collaboration with staff to support the organization’s
financial transactions, budgeting, and policy implementation

Annually review business insurance coverage in collaboration with brokers and assist with budgeting
Serve as primary liaison with GTCYS’ investment management firm, ensuring that investment
policies are upheld

Participate in finance committee and board meetings as needed

Administration

Coordinate payroll and retirement plan administration in collaboration with third-party vendors
Oversee compliance reporting, including 941s, W-2s, and 5500s, in partnership with external
vendors

Manage employee benefit programs, including regulatory reporting, annual open enrollment, and
benefit plan evaluation in coordination with brokers



e Facilitate onboarding and manage payroll and benefits enrollment for new employees

e Communicate clearly and serve as a resource to staff by providing support and guidance on payroll
and benefits-related inquiries

e Stay up to date on HR regulations and industry standards related to benefits and employee
management

o Periodically review and update the employee handbook and policies to ensure legal compliance and
reflect HR best practices

e Contribute to the development of annual budgets and forecasts for payroll and benefits expenses

e Communicate clearly and supportively with staff on payroll, benefits, and other HR matters

REQUIRED QUALIFICATIONS

e Bachelor’s degree or higher in Finance, Accounting, or a related field (Master’s degree and/or CPA
licensure preferred, but not required)

e At least three years of nonprofit accounting experience in a role such as accountant or controller,
with demonstrated expertise in implementing financial policies, nonprofit accounting standards,
financial management practices, and internal controls

e Enthusiasm for a role that balances hands-on responsibilities—such as payroll and accounts
payable—with strategic contributions to the organization’s overall financial health

e High level of proficiency with computer systems and software, including:

o Accounting software, such as QuickBooks

o Payment portals, such as Stripe

o Payroll systems

o Microsoft Office Suite (Excel, Word, Outlook)

e Experience leveraging technology to improve systems and streamline processes

e Strong analytical skills, attention to detail, problem-solving abilities, and time management

e Working knowledge of HR functions, including payroll, employee benefits, employment practices,
and labor law compliance

e Demonstrated commitment to high professional ethical standards and confidentiality

e Ability to communicate effectively and work collaboratively with others

e Must pass criminal background check

GTCYS is dedicated to building an inclusive, culturally diverse, and equitable environment. We encourage
qualified applicants to apply, including applicants of color and others with experience working with
communities underrepresented in orchestral music.

TO APPLY

By May 29, combine the following documents into a single PDF and email it to executive director Megen
Balda at megen@gtcys.org: 1) cover letter describing your experience and qualifications for this role, 2)
resume, and 3) three professional references. Incomplete applications will not be considered. The hiring
process may include a screening call, along with Zoom and in-person interviews.

ABOUT GTCYS

The Greater Twin Cities Youth Symphonies (GTCYS, pronounced git-seez) broadens access to instrumental
music and serves more than 1,300 students ages 7-18 through our Harmony strings program and access
initiatives, 11 school-year orchestras, and summer camps. Providing more than $250,000 in need-based
tuition assistance and support for private lessons helps level the playing field for more students. GTCYS
presents 30+ annual concerts at Orchestra Hall, Ted Mann Concert Hall, and free community concerts
across the Twin Cities. GTCYS’ equity, diversity, and inclusion initiatives ramped up in 2016 and continue to
be a top priority. GTCYS celebrated its 50" Anniversary Season in 2021-22 and has experienced tremendous
growth in the last decade. For more information, visit www.gtcys.org.
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