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Rochester Museum & Science Center 

JOB DESCRIPTION 
 

 

 

Job Title:    Vice President Finance & Resource Administration  

       

              

Department:    Administration 

  

 

Direct Supervisor/Manager’s Title: President 

 

 

Grade:     E2 

 

  

FLSA Status:    Exempt 

 

 

Full-time/Part-time:   Full-Time 

 

 

Date Prepared/Revised:  April 10, 2017 

 

 

 

I. JOB SUMMARY 

 

The VP for Finance & Resource Administration will join the RMSC at an exciting, transitional time in 

the Institution’s history to lead several essential processes. Chief among these processes are financial 

planning and reporting to various stakeholders, as well as partnering with the Museum's leadership in 

co-developing and structuring the RMSC’s business planning. The ideal candidate is experienced in 

and deeply committed to the work of nonprofits and/or cultural institutions, with proven success in 

leading growth phases of a multifaceted institution and  leveraging resources in the most strategic 

ways. The role of VP for Finance & Resource Administration is key to ensuring a secure financial 

future for the RMSC, specifically through sound business planning and development, investigating 

revenue streams and evaluating the value propositions of Museum experiences and programs. 

Commitment to the ideals of informal learning and high quality, inclusive forms of public engagement 

are essential to succeeding in this newly configured leadership role. 

 

Active member of the Executive Team who is responsible to direct and oversee effective financial and 

resources administration of RMSC.   

 

Participate in strategic/operational planning and support the Executive Team to develop, coordinate 

and prioritize short/long term institutional planning. 

 

Provide leadership and guidance to the Executive Team, cross divisional management and team 

members regarding financial, and operational issues.  
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Analyze, recommend, and implement policies and programs in support of Museum’s financial 

objectives, partnership models, external and regulatory mandates.   

 

Serve in corporate officer capacity as Secretary/Treasurer and as lead staff liaison to board Finance 

Committee. 

 

Work schedule may include flexible hours, weekends, weekdays, evenings, holidays and extended 

hours in order to meet the needs of the organization.  Management retains the right to alter work 

schedules accordingly. 

 

 

II. DUTIES (and percentage of time spent) 

 

Describe duties, responsibilities, essential functions: % 

Responsible for all financial activities including (but not limited to) 

preparation/management of financial reports, budgets, endowment, cash management, 

risk management, internal controls, grant accounting, analyses, forecasts, tax matters, 

audit, compliance and policy development/documentation. Review business contracts, 

budgetary models and memoranda of understanding related to partnerships and 

collaborations. 

 

30% 

Responsible for all human resources activities including (but not limited to) 

compensation/benefit administration, payroll, pension/401(k), training, audit, 

compliance and policy development/documentation.   

 

30% 

Participate in strategic/operational planning processes.  Develop, analyze and interpret 

statistical and accounting information in order to appraise operating results in terms of 

profitability, performance against budget and other matters bearing on the fiscal 

soundness and operating effectiveness of the organization. 

 

30% 

Oversee selection process and supervise Finance/ Resource consultants, bankers, 

investment managers, attorneys, auditors, insurance brokers, insurance carriers, 

pension/401k administrators, benefit providers and other outside sources. 

 

5% 

Serve as Secretary/Treasurer and lead staff liaison to board finance committee.  

Participate in board, board committee, as well as operational executive, management, 

and team meetings and attend other meetings, events and conferences/seminars as 

required.   

 

5% 

Other duties as assigned  

 

 

III. JOB DIMENSIONS 

 

Financial oversight of approximately $30 million balance sheet, $7.4 million annual activities and  

$1.1 million employee retirement vehicles. 
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IV. SUPERVISORY RESPONSIBILITIES 

 

Direct and coordinate the operations of two or more dissimilar departments, through subordinate 

supervisors.  Responsible for talent development through performance standards and company 

policies. 

 

 

 

V. FUNCTIONAL REQUIREMENTS 

 

Technology, Equipment, Tools: 

 

Ability to utilize Microsoft office products, email, internet, cloud-based software, enterprise 

management and general ledger software.   

 

Ability to use business machines such as personal computer, printer, calculator, copy machine, 

facsimile and phone. 

 

Must have satisfactory driving record, possess a current, legal New York State driver’s license and 

adequate personal automobile insurance. 

 

 

Mental Activity: 

 

Language skills –  

Ability to read, analyze and interpret common trade journals, financial reports and legal documents.  

Ability to respond to common inquiries or complaints from customers, regulatory agencies or 

members of the business community.  Ability to write speeches and articles for publication that 

conform to prescribed style and format.  Ability to present information to top management, public 

groups and/or board of directors with clarity and precision.  

 

 

Mathematical skills –  

Ability to work with mathematical concepts such as probability and statistical inference.  Ability to 

apply concepts such as fractions, percentages, ratios and proportions to practical situations.  Ability to 

analyze variances.  

 

 

Reasoning ability-  

Ability to apply principles of logical thinking to a wide range of intellectual and practical problems.  

Ability to deal with nonverbal symbolism (formulas, graphs, etc.) in its most difficult phases.  Ability 

to deal with a variety of abstract and concrete variables.  Ability to exercise outstanding judgment to 

make decisions with no precedent, construct and explain financial models to lay stakeholders.  (Can 

change polices and practices and formulate new ones). 

 

 

Physical Activity: 

 

While performing the duties of this job, the employee is regularly required to sit; use hands to handle 

or feel objects, tools or controls; reach with hands and arms.  Specific vision abilities include close 

vision and ability to adjust focus.  The employee must occasionally lift and/or move up to 10 pounds. 
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Work Environment: 

 

While performing the duties of this job, the noise level in the work environment is usually quiet. 

 

Ability to travel locally for business meetings/functions including occasional overnight travel as job 

requires.  

 

 

 

VI. QUALIFICATIONS 

 

Education/Experience Requirements: 

 

Bachelor’s Degree in business administration, accounting or finance and advanced degree and/or CPA 

and minimum 7 years related experience or an equivalent combination of education and experience.  

Fund accounting/non-profit experience and passion desirable. 

 

 

 

 

Skills/Competencies Requirements: 

 

Entrepreneurial mindset with strong organizational skills, detail oriented and results driven.   

 

Must be a “hands on”/collaborative manager with strong leadership abilities and a proficiency in 

mentoring. 

 

A motivated self-starter with the ability to work independently and as part of a team: ability to manage 

multiple priorities while meeting tight deadlines.   

 

Integrity, honesty and confidentiality is essential, as is a high level of business acumen, accuracy, and 

dependability. 

 

Must be a strategic thinker and strategic business partner: resourceful, flexible and adaptable in order 

to identify, initiate and support organizational change. Contextual knowledge of enterprise and 

auxiliary organization activities sufficient to evaluate the relative merits of various budget scenarios 

and value propositions.  

 

 

 

This job description reflects management’s assignment of essential functions and does not restrict 

management’s right to assign or reassign duties and responsibilities to this job at any time. 


