
 

 
255 East Ave LL02 

Rochester, NY 14604 

 

Job Title:   Finance Manager 
Classification: Full Time Salary 
FLSA Status: Exempt 
Supervisor: Chief Financial Officer 
 

Summary:  

The Finance Manager shall analyze department budgets, ensure actions are in line with legal requirements, monitor cash 

flow, and ultimately report to the CFO. As a Finance Manager, you are the CFO's primary accountant, and you provide 

the financial information needed to make strategic decisions.  This position is responsible for the establishment, 

interpretation and management of procedures and guidelines for the successful financial operations of the orchestra.  

This senior manager has interaction with the President & CEO, CFO, senior staff members, Treasurer, Finance 

Committee, Audit Committee, auditors and bankers.  

Duties and Responsibilities: 

1. Preparation and maintenance of accounting and financial records and reports, including the general ledger, 

financial statements and forecasts, to comply with generally accepted accounting principles and statutory 

requirements. 

2. Responsible for the daily cash reporting process as part of the comprehensive cash flow positioning;  reporting 

to the President & CEO and CFO. 

3. Responsible for monthly close including preparation of reconciliations, profit & loss statement, balance sheet, 

concert report and analysis of variances. 

4. Oversees the processing of all accounts payable and receivable. 

5. Directs the preparation for audits, coordinates preparation of 990 for RPO and RPO Fund, Inc. and serves as 

liaison with outside auditors.  

6. Provides financial reports to CEO, CFO, senior staff, Board and Board committees as needed, and supplies 

financial information for grants, reports and surveys. 

7. Coordinates management of the orchestra’s internal endowment funds and investments to ensure compliance 

with the finance/investment committee’s policies and procedures.  Handles the accounting for the external 

endowment. 

8. Serves as the liaison with financial institutions holding orchestra’s accounts, including operating, endowment, 

etc. 

9. Determines and coordinates, in conjunction with the Governance Committee, all insurance needs of the 

orchestra, including property, liability, and workers compensation coverages, limits and renewals. 

10. Acts as a resource to Board, staff and volunteers in areas of finance, accounting, insurance, benefits, systems 

and legal matters. 

11. Responsible for ongoing financial analysis, strategic planning and forecasting in support of the organization’s 

vision, goals and objectives. 

12. Serves as an active, collaborative, and resourceful member of the Finance Team. 
 

 

13. Completes all regulatory trainings; e.g. sexual harassment, and workshops as scheduled by the institution. 
14.   

15.   

16. Actively participates in all organizational and departmental meetings determined by the CEO and CFO. 

17. Other Duties as assigned. 
 



Supervisory Responsibilities: 
This position directly supervises the Junior Staff Accountant.  This position has hiring and terminating responsibilities in 

conjunction with the CFO and HR over the Junior Staff Accountant position.  

Language Skills: 
High Skills: Ability to read, analyze, and interpret general business periodicals, professional journals, technical 

procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure 

manuals. Ability to effectively present information and respond to questions from groups of managers, clients, 

customers, and the general public.  

Mathematical Skills:  
Very High Skills: Ability to apply advanced mathematical concepts such as exponents, logarithms, quadratic 

equations, and permutations. Ability to apply mathematical operations to such tasks as frequency distribution, 

determination of reliability and validity, analysis of variance, correlation of techniques, theory and factor 

analysis.   

Reasoning Ability: 
Very High Skills: Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to 

interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several 

abstract and concrete variables.   

Computer Skills: 
☒ Microsoft Programs: 

 ☒Word ☒Excel ☐Access ☐Publisher ☐ Power Point 
Accounting Software: Great Plains 
Payroll Systems: Paychex Flex 
Database Software: Tessitura 
Email Systems: Outlook 
Other: Click here to enter text. 

 

Education/Experience Requirements: 

Bachelor’s Degree and 5-7 years of senior level finance experience; MBA/CPA/CMA preferred but not required.  

Specialized Training:  

No specialized or technical training required to perform the essential duties of this job. 

Certificates and Licenses:  

CPA/CMA preferred. 

Equipment:   

No technical or specialized equipment or machines used in the course of the duties of this position.   

 

 

 



Knowledge, Skills, and Abilities: 

 Experience in non-profit organizations  

 Interest in orchestral music a plus. 

 Knowledge of Microsoft Word, Excel and Crystal Reports; experience Great Plains accounting software a plus. 

 Strong organizational skills, including the ability to manage multiple tasks and projects. 

 Ability to be a leader and be comfortable functioning at a high level with a wide constituency who possess 

varying degrees of accounting and financial knowledge. 

 Self-motivated, strategic thinker with an institutional outlook. 

 Must be able to work independently and be self-motivated; creativity and problem solving ability a must.  

 Positive attitude, flexibility, teamwork, and attention to detail. 

Work Environment: 

Physical Demands 

Position regularly sits, talks, and listens; frequently stands, walks; Occasionally Reaches with hands/arms, pushes/pulls; 

Never climbs or balances, stoops, kneels, crouch or crawls, taste/smells. 

Lift and/or Move 

Position occasionally lifts and/or moves 10-20 pounds. 
 

Vision Requirements  
Position does not require any special vision requirements. 
 

Work Environment/Exposure Conditions 
Position is not exposed to weather, vibration, or fumes and is not at risk of electrical shock.  
 

Noise Level 
The noise level for this position is moderate. (General office noise) Loud (when at orchestral performances) 

Other Environmental Exposures 
Other environmental exposures are not a factor for this position.  

Rochester Philharmonic Orchestra, Inc. is an equal opportunity employer that is committed to diversity and inclusion in the 
workplace.  We prohibit discrimination and harassment of any kind based on race, color, sex, religion, sexual orientation, national 
origin, disability, genetic information, pregnancy, or any other protected characteristic as outline by federal, state, or local laws.   This 
policy applies to all employment practices within our organization, including hiring, recruiting, promotion, termination, layoff, recall, 
leave of absence, compensation, benefits, training, and internship.  The Rochester Philharmonic makes hiring decisions based solely 
on qualifications, merit, and business needs at the time.  For more information, read through our EEO Policy located on our website – 
employment opportunities.  
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