CCC Business Manager


Full Time Salary Position 
Concord Children’s Center
Job description:

Concord Children’s Center, located in Concord Massachusetts, is seeking a full time Business Manager who can bring a rigorous, systematic, and disciplined approach to the management of the daily financial operations of our early care and education program and participate as a key member of the administrative team to maintain the financial sustainability and stability of the organization.  The ideal candidate will be able to balance the day to day needs of the organization with long range financial planning.  Concord Children’s Center serves over 150 families in three locations.  We have an annual enrollment of approximately 200 children.
Qualifications
· At least five years of experience in related positions of increasing responsibility, having led accounting, reporting, and financial management efforts.
· Bachelor’s degree or greater preferred. 
· Experience in all facets of the accounting cycle from inception to close and a track record of building sustainable financial systems and processes. 
· Experience using accounting and database software.  Solid understanding of Quickbooks, and Access database a plus.
· Strong organizational and administrative skills that include the ability to see the big picture as well as the day to day needs of the financial system.

· Excellent interpersonal, written, and verbal communication skills to articulate and explain complex financial issues in a clear, non-technical manner. 
· Demonstrated record as a successful team player, including the ability to develop and maintain a goal-oriented, positive attitude throughout the organization; must be able to interface equally well with the Board of Directors, executive staff, parents, and the general CCC community. 
Please send cover letter and resume to:

Pat Nelson, Executive Director

executive@concordchildrenscenter.org
Concord Children's Center
1300 Main Street

Concord Massachusetts 01742
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