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Job Description
Department: Administration
Position: Director of Administration
Reports to: Executive Director
Summary: The Director of Administration is responsible for overseeing all administrative activities for the Lexington Rescue Mission.  This person manages human resources, internal control systems, budgeting, financial reporting and analysis, risk management, employee benefits, and banking matters. This person oversees all transactional processing, including gift processing, payroll and payables.  This person is also responsible for all government and regulatory compliance issues. As the Director of the Administration, this person manages one full-time administrative coordinator and one part-time bookkeeper.  
Responsibilities: 
1. Maintain strong systems of internal control to protect mission resources and data.  
2. Lead the organization’s operating budget preparation, adoption, and monitoring process. 

3. Develop and oversee the organization’s capital budget plan. 

4. Serve as project coordinator for the organization’s certification process. 

5. Manage the collection and processing of financial data to produce accurate and relevant financial reports, charts, and graphs for management and the board. 

6. Meet with the Executive Director and other managers to discuss administrative matters, such as financial, information technology, facility/vehicle maintenance and repairs, grant management, and other similar matters.
7. Manage accounts payable, payroll processing, Advance Lexington payroll, and data entry for gifts.

8. Oversee the organization’s human resource management function.

9. Manage banking relationships, including cash/check deposits, electronic debits and credits, line of credit transactions, and debt management. 
10. Oversee ongoing cash management to ensure timely payment of vendors and staff.

11. Administer insurance portfolio coverages and renewals to control the organization’s and board’s financial risk.

12. Ensure regulatory compliance for filing and paying all federal, state, and local payroll taxes. 
13. Prepare and file the IRS Form 990. 
14. Manage the administration of employee benefits.

15. Coordinate the administration of the 401(k) retirement plan.

16. Generate accrual-based annual financial statements, and oversee the independent financial audit in conjunction with the Board Treasurer. 
17. Participate in weekly meetings with the directors of each program division, the associate director, and the executive director to set annual goals and strategies, create and monitor budgets, solve problems, handle personnel issues, measure outcomes, define our organizational values, maintain accreditation, and create a rich and positive working environment. 
18. All other tasks as assigned. 
Qualifications: 
Personal 

Organized, pays close attention to detail, strong team player, connects with people, able to manage multiple priorities, and is passionate about the ministry of the Lexington Rescue Mission. 
Education and Experience
A bachelor's degree and three to five years of financial and administrative experience within a $ 1million to $3 million organization is required.  Supervisory experience is also helpful.

Knowledge 

Understanding of accounting, finance, human resources, and general administration.  

Skills and Abilities 

Excellent interpersonal communication; strong accounting and financial management skills; ability to effectively manage human resources; ability to supervise employees; administrative skills; and ability to develop and implement both short-term and long-range plans. Driving for Mission business is required.

