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Position Title: Director of Finance

Date Posted: June 4, 2026

Department: Finance & Administration

Reports to: CEO

FLSA Classification: Exempt

Type of Position: Full-Time

Hours: 40 hours per week — Onsite

POSITION OVERVIEW

The Northern Virginia Science Center Foundation seeks a Director of Finance to play an essential role in managing all
accounting and financial systems in support of current operations of the Children’s Science Center Lab and the capital
project for the new Northern Virginia Science Center. The Director of Finance serves as a member of the leadership
team, collaborating with fellow leaders to provide financial support to meet organizational goals. They manage
relationships with banking institutions and external auditors, maintain fiscal records, ensure the organization adheres to
defined accounting policies and procedures, and prepare and deliver high quality and timely financial reporting. The
Director also supervises a part-time accounting staff member and shares the day-to-day accounting work with this team
member.

This is a very exciting time for the organization as we are in the final phases of construction of the new Northern Virginia
Science Center expected to open in mid-2027. In the coming year, the Director of Finance will work closely with the CEO
to plan and implement the financial and administrative policy, procedure, and system changes needed for the
organization’s transformation: the sunset of the Children’s Science Center Lab operations in Fairfax to the Northern
Virginia Science Center Foundation and moving to the new science center campus in Sterling. As a part of the larger
public private partnership, the Director of Finance will coordinate and collaborate with finance staff at the Science
Museum of Virginia and finance staff at their Foundation.

SPECIFIC JOB RESPONSIBILITIES

Payroll & Benefits Accounting:

* Run the bi-weekly payroll within the Gusto payroll system, prepare monthly payroll and benefits allocations, and
make entries into QuickBooks.

*  Provide payroll reports to the leadership team to assist in managing and forecasting personnel budgets.

*  Monitor payroll records within Gusto, including their filing of state and federal tax forms.

Budgeting & Financial Reporting:

*  Support the management team in establishing the annual budget, monitoring actuals, and updating forecasts.

* Monitor capital project budget, actuals, and forecast in collaboration with the CEO.

«  Provide monthly summary and departmental budget-actual reports from QuickBooks.

«  Present quarterly financial reports to the Board of Directors in coordination with the Treasurer and CEO.

» Perform valuation of pledges and monitor pledges receivables with Advancement team members.

* Maintain restricted funds balances and coordinate release of funds with program staff and leadership.

* Maintain fixed asset inventory and prepare property filings and tax payments as needed.

* Manage year end activities: closing, accruals, collecting in-kind donation information, and more.

* Provide external auditors with necessary information for preparation of annual financial statements, in coordination
with Treasurer and CEO; ensure timely completion of audit and filing of 990.
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General Ledger & Accounts Payable:

* Oversee recording of earned revenue, contributed revenue, and expense transactions in QuickBooks.

* Ensure reconciliation of bank account transactions and balance sheet accounts on a monthly basis.

+ Create recurring journal entries and reconciliation of related accounts as needed.

* Review processing of vendor invoice payments, corporate credit cards, and employee expense reports.
* Prepare checks and ACH transactions for CEO approval and signature.

Other Duties:

*  Monitor and implement short-term investments (CDs, CDARs) with banking partners, working with Treasurer and
Internal Affairs Committee to identify investment strategies for new operating reserves and endowment.

* Monitor accounting internal controls; identify opportunities to improve process effectiveness and efficiency.

«  Work with program staff to monitor processing and collections of program fees via Altru/CRM reporting.

* Ensure financial forms requested by states & federal government are completed on time.

* Maintain orderly financial records, paper files and electronic files online using OneDrive and SharePoint.

*  Other duties as assigned.

QUALIFICATIONS AND CHARACTERISTICS

REQUIRED QUALIFICATIONS

* Bachelor’s degree in accounting.

* 5+ years of non-profit accounting experience, including direct experience in coordinating annual audits for a non-
profit organization.

« A proven leader and manager with 2+ years of experience in supervising accounting or finance staff.

« Ahigh level of discretion and ethical values, very strong attention to detail, and excellent organizational skills.

« High proficiency in QuickBooks, Excel, and PowerPoint; knowledge of payroll systems.

*  Proven ability to work independently and with a team, and to collaborate across multiple departments.

« Superior verbal and written communications skills and experience interacting with a broad range of internal and
external stakeholders.

* A passionate advocate for hands-on STEM learning, committed to the organization’s mission and vision.

* An enthusiastic, energetic team member that enjoys working with diverse employees and volunteer teams.

*  CPA preferred.

BENEFITS

* Medical, Dental, and Vision Coverage - 99% employer paid premiums for employees and 50% employer paid
premiums for eligible dependents

+ Employer paid Long-Term Disability and Short-Term Disability Coverage

«  401(k) Retirement Plan with partial matching (employees over 21 years of age)

«  Paid Time Off (15 days, pro-rated in first calendar year of employment)

» Paid Holidays (10 standard, 2 floating) and Sick Leave Accrual

* Professional Development Opportunities

» Science Center membership with ASTC and ACM reciprocity to hundreds of museums around the U.S. and globe

* Business Casual Dress with exceptions for special meetings and events

*  Credit Union Membership
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‘ PHYSICAL DEMANDS OF JOB

These physical demands are representative of the physical requirements necessary for an employee to successfully
perform the essential functions of this job. Reasonable accommodation can be made to enable people with disabilities
to perform the described essential functions:

Frequently required to:
. Speak and hear;

) Stand upright and/or walk on feet for up to five (5) hours at a time;
. Sit for up to five (5) hours at a time;
° Use hands and digits to manipulate, handle, and feel.

Occasionally required to:

e [ Perform repetitive motions;

° Use eye, hand, and foot coordination.

e Vision abilities required by this job include close vision (close vision at 20 inches or less), distance vision (clear
vision at 20 feet or more), color vision (ability to identify and distinguish colors), peripheral vision (ability to
observe an area that can be seen up and down or to the left and right while eyes are fixed on a given point),
depth perception (three-dimensional vision, ability to judge distances and spatial relationships), and ability to
adjust focus (ability to adjust the eye to bring an object into sharp focus).

CONCLUSION

This job description is intended to convey information essential to understanding the scope of the position and it is not
intended to be an exhaustive list of skills, efforts, duties, responsibilities, or working conditions associated with the
position. The Northern Virginia Science Center Foundation reserves the right to revise duties as needed. Successful
completion of a background check is required.

The Northern Virginia Science Center Foundation participates in E-Verify and will provide the Social Security
Administration (SSA) and, if necessary, the Department of Homeland Security (DHS), with information from each new
employee’s Form I-9 to confirm work authorization after acceptance of a job offer.

The Northern Virginia Science Center Foundation is committed to equal employment opportunity and providing
reasonable accommodations to qualified candidates and employees pursuant to applicable law. All qualified applicants
will be considered without regard to race, color, religion, sex (including pregnancy, transgender status, or sexual
orientation), national origin, military status, age, disability or genetic information or any other federally protected class.
If you require reasonable accommodation as part of the application process, please contact hr@childsci.org.
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