
 
 

 

Finance Manager 
  

Rochester - Full time, Exempt position 
 
Empire Justice Center, a highly respected, statewide legal services organization, is seeking an experienced 
Finance Manager to join our Finance Team.  This is an opportunity to join one of the most effective 
organizations serving low-income individuals and families in New York State. 
 
Empire Justice Center attracts and employs dedicated, determined, and passionate advocates who, together, 
make a significant impact on the lives of low-income New Yorkers. We achieve our successes through direct 
legal representation and high-impact litigation, legislative and administrative advocacy, and by providing 
training and technical assistance to other advocates who are working towards the same goals. 
 
With offices in Rochester, Albany, Westchester County, and Long Island, our organization offers staff an 
exciting and dynamic working environment and a strong commitment to teamwork, diversity, and 
personal/professional development. 
 
The Position 
 
The Finance Manager is an integral member of the Finance Team, working closely with the Finance 
Coordinator, Grants Manager, and VP Development and Administration, and reporting directly to the Chief 
Financial Officer.  The Finance Manager is responsible for the general vouchering/invoicing of grants and 
contracts for the organization.  The vouchering/invoicing process is 75% of the Finance Manager’s 
responsibilities and includes allocations of salary and general expenses, gathering supporting documentation 
(i.e. time sheets, invoices, etc.), responding to funders’ inquires, requesting and preparing budget 
modifications, and MWBE reporting.  The position also has general accounting responsibilities including but 
not limited to general ledger analysis, bank deposits, bank reconciliations, journal entries, fund accounting, 
audit preparation, accounts receivable, accounts payable, and the recording of payroll. 

 
Job Responsibilities: 
 

 Responsible for timely submissions of monthly/quarterly grants and contracts vouchers/invoices 

 Respond to funder inquiries regarding voucher/invoice submissions to ensure that payments are 
received as quickly as possible   

 Prepare as needed specific grants and contracts budget modification to maximize voucher/invoice 
amounts during the grant and contract period 

 Prepare monthly/quarterly expense allocations 

 Coordinate and collect backup documentation for grant/contract voucher/invoice submissions 

 Serve as backup for Accounts Payable in the absence of the Finance Coordinator 

 Prepare and submit MWBE reports monthly/quarterly and respond to inquiries 

 Prepare and record monthly/quarterly journal entries as required 

 Record payroll and payroll taxes each pay period  
 

 Record electronic deposits and payment transactions daily 

 Prepare daily bank deposit and physically make deposit at the bank 

 Reconcile bank statements monthly 



 Handle all Trustee Account activity (deposits, payments, balances) 

 Monitor the Organizations credit card activity on-line daily 

 Project related work as assigned by Chief Financial Officer 

 Other duties as assigned 

 
Qualifications 
 

 Bachelors Degree in Accounting or Finance with a minimum of (3) years’ general accounting 
experience  

 Not-for-profit accounting experience is desirable 

 Strong verbal and written communication skills 

 Quickbooks Experience preferred 

 Advanced Excel Experience including Pivot Tables 

 Excellent planning and organizational skills 

 Attention to detail is crucial 

 Comfortable learning and adapting to new software programs 
 

 
 
Salary and Benefits 
 
Salary is commensurate with experience and based on the organization's salary scale. Empire Justice Center 
offers a generous benefits package, including health insurance, pension and life insurance, vacation, holiday, 
personal and sick time.  Empire Justice Center supports and encourages a work/life balance. 
 
Empire Justice Center is an Equal Opportunity/Affirmative Action employer and values a diverse work force. 
People of color, women, persons with disabilities, persons who are elderly, gay, lesbian, bisexual or 
transgender are welcomed and encouraged to apply. 
 
Position available July 22, 2019. Applications accepted until position is filled.To apply, e-mail a cover letter, 
resume, and three professional references to; employment@empirejustice.org Please include, Finance 
Manager, First/Last Name to the subject line of the email. Please apply by June 7, 2019. No phone calls or 
hard copies please. Incomplete applications will not be considered.  
 

Finance Manager 
employment@empirejustice.org 
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