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First Unitarian Church Albuquerque, NM 
Job Title: Interim Director of Finance and 

Operations 
 
Status: Full time, salaried. This is a nine-month interim position with the possibility of 
continued employment if mutually agreeable. Church is currently 99% virtual due to 
pandemic, with staff working remotely as much as possible. Some onsite time is necessary. 
During normal (non-pandemic) operations, this position includes working some Sunday 
mornings and occasional evening hours. Weekday work hours have some flexibility. 

 
Salary: $6,000 per month. Eligible for employer pension contribution at 12% of salary, 
beginning after one year of total employment if employment continues beyond interim. See 
First Unitarian’s Personnel Policy Manual for additional benefits and information: 
http://uuabq.com/wp-content/uploads/2019/03/2019-Personnel- Policy-Manual.pdf 

 
Reports to: Associate Minister 

 
Supervises: Accountant, Church Administrator, Facilities Manager  

 
Job Summary: We seek an experienced leader with expertise in non-profit finance and 
operations. In collaboration with the ministers, the Interim DFO aligns the Financial and 
Operations functions to support the ministries of the church. The Interim DFO ensures the 
business affairs of the church are conducted in an efficient, businesslike manner, according to 
the mission and policies of the church. Systems thinking, planning, and supervising 
administrative staff and volunteers are important parts of this job. During the nine-month 
interim period, the Interim DFO will be an active participant in revising our administrative and 
facility staff structure and processes to better serve the church’s mission and foster a positive 
work environment. 

 
Job Description: Duties and responsibilities currently fall into five areas.  

 
I. Business Management 

1. Develop and regularly review standards, procedures, and working methods ensuring 
effective administrative support of office operations, including task and work flow 
priorities 

2. Approve and track contracts and support all purchasing and bidding processes and 
ensure that they comply with church policies 

3. Serve on the Executive Staff Team (weekly meetings) and keep admin and facility 
staff informed of events and decisions that pertain to them 

4. Develop and implement Administrative and Facility Policy (approved by Exec. Team) 
5. Ensure IT support is arranged as needed 

6. Cross train in essential functions (routine communications activities, routine payroll and    
financial processing, church administrator activities, maintain expertise in use of the 
accounting software) 

http://uuabq.com/wp-content/uploads/2019/03/2019-Personnel-
http://uuabq.com/wp-content/uploads/2019/03/2019-Personnel-
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7. Make and track necessary insurance claims 
8. Liaise with legal counsel when necessary 
9. Maintain congregation’s certification with UUA 
10. Communicate effectively with the congregation about administrative matters 

 
II. Financial Management 

 
1. Serve as chief financial officer 
2. Supervise work of Bookkeeper/Accountant, ensuring the accurate recording of all 

accounting and financial transactions, timely reconciliations, etc. 
3. Serve as staff liaison to the Finance Committee 
4. Work with Ministers and Finance Committee to develop church budget drafts and 

multi-year budget projections 
5. Serve the Board of Directors with budget preparation, financial projections and periodic 

financial reports; support treasurer in developing monthly report 
6. Assist Church Treasurer in preparing for financial reporting at Annual Congregational 

Meeting 
7. Attend Annual Congregational Meeting, participating in budget presentation and 

answering questions as needed 
8. Ensure proper accounting controls for receipt of contributions, including cash, and 

accounts payable 
9. Develop and maintain the necessary relations with various financial entities including 

banking relationships; manage routine dealings with banks such as signature cards, 
deposits, etc. 

10. Develop and oversee the administrative sections of the budget 
11. Provide administrative support to church fundraising, including: 

a. Ensuring donors are thanked and receipt of pledges and contributions is 
acknowledged in timely manner 

b. Issuing individualized quarterly and annual financial statements for donors 
c. Generating reports and assisting with mailings as needed for annual stewardship 

drive 
d. Providing records and admin support to the Endowment Committee 
e. Assisting with other fundraising outreach as needed (ministers and volunteers 

generally create content, DFO provides data and mailing list support) 
13. Work with Financial Review Committee and Bookkeeper/Accountant to improve 

financial policy and procedures as appropriate 
14. Support outside audits and annual financial reviews 

 
III. Facility Management 

 

1. Oversee Facilities Manager regarding campus security systems including monitoring 
systems, policy, and procedures 

2. With the Safety and Security team, oversee congregation’s emergency preparedness, 
including plans for rapid response to emergencies and alarms 



Updated 11/19/2020  

3. Work with the Buildings and Grounds Committee to set priorities and standards for major 
buildings and grounds areas and issues 

4. Supervise the Facility Manager and help him set priorities and standards for minor 
buildings and grounds areas and issues 

5. Oversee budget compliance on procurement of equipment and supplies; ensure cost 
effectiveness 

 
IV. Program Support 

 
1. As supervisor to the church administrator, ensure: 

a) The maintenance church master calendar of activities and building usage and the 
scheduling of rooms for church events 

b) The church’s program of renting rooms to the public 
c) A key check out system 
d) Policy and procedure to ensure protection of church property from theft, damage, 

etc. 
 

V. Human Resources 
 

1. Recruit new admin staff as needed and support other supervisors to recruit staff in a 
manner consistent with church policy and legal requirements  

2. Supervise direct reports in a manner consistent with church practice 
3. Maintain up-to-date personnel files and employee manual 
4. Serve as the church’s overall employee benefits manager 
5. Attend Personnel Committee meetings as needed 

 
 
Qualifications 

 
Specific expertise in non-profit finance and experience overseeing operations. Bachelor’s Degree 
with relevant coursework, and at least three years of experience in the following areas (non-
degree candidates with equivalent on the job training and experience will also be considered): 

 

● managing business and fiscal affairs 

● managing and supervising personnel and volunteers 

● managing facility and property 

This position requires a criminal background check.  

 

Core Competencies 
 

● Organization: can organize resources (people, funds, materials) to get things done, 
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manage multiple projects simultaneously, keep track of details and manage distractions. 
Able to conceive of systematic solutions to recurring needs and think strategically and 
long-term. 

● Communication: can communicate clearly and professionally in spoken and written 
forms. 

● Technology: conversant with standard software for word processing, financial 
management, database, and networking and able to learn variants. 

● Supports Church Mission: willing to gain knowledge of Unitarian Universalist principles 
and articulate the mission of the Church; 

● Managing - able to prioritize and perform multiple tasks under deadlines; can anticipate 
and adjust for problems and motivate others to assist. Able to work creatively and 
agilely in a sometimes chaotic and under-resourced environment and to take initiative 
in problem solving 

● Conflict management: can deal with problems quickly and directly; steps up to conflicts 
and learns from them; can focus when listening, finds common ground and gets 
cooperation. Able to speak up for his or her needs and set good boundaries. 

● Interpersonal relationships: works collaboratively as part of a team and creates an 
atmosphere conducive to team work with a variety of personalities, paid and volunteer. 
Can communicate succinctly and clearly in writing and speech. Can maintain a pleasant 
affect during difficult times. 

● Trust and integrity: maintains confidentiality and handles sensitive situations with 
discernment. Demonstrates “roll up your sleeves” work ethic. 

● Commitment to anti-oppression and anti-racism: supports diversity (including but not 
limited to religious, ethnic, racial, ability, gender identity, and sexual orientation). 
Personal commitment to ongoing learning in these areas. 

 
Works in cooperation with staff, volunteers, members, and the public. 

 
 

Physical Requirements 
 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this position. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the functions. 
While performing the duties of this position, the employee is regularly required to talk or hear. 
The employee regularly required to sit at a computer terminal for an extended period of time. 
The employee is occasionally required to stand; walk; sit; and reach with hands and arms. The 
employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required 
by this position include close vision. The noise level in the work environment is usually low to 
moderate. 


