(818) 768-1802

THEODORE PAYNE FOUNDATION PRI S
for Wild Flowers & Native Plants Sun Valley, California 91352

theodorepayne.org

Fractional Director of Finance
Part-Time, 40%

POSITION OVERVIEW

Theodore Payne Foundation seeks a Fractional Director of Finance to carry responsibility for the integrity of the
organization's financial reporting. The position ensures that internal controls are sound and followed, reviews the work
behind the numbers, leads the organization through the annual audit, and serves as a thought partner to the Executive
Director on the financial side of the business model.

The Director of Finance reports to the Executive Director and supervises the Accounting Manager, the sole direct report.
The role works directly with the Finance Committee, the Board of Directors, and the Foundation's independent auditor.

TPF is a 65-year-old nonprofit dedicated to land stewardship and native plant production, with a 25-person team that runs a
working retail nursery alongside its programs. Annual revenue of $3.5 million comes from a mixed model: a large
percentage is earned through the nursery, education programs, and contract growing work, alongside contributions,
memberships, and restricted grants. Each line carries a different cost structure and different reporting requirements.

The position will suit an experienced finance leader looking for a smaller stage and a shorter week: someone who knows
nonprofit accounting well and is equally at home in the economics of an operating business.

POSITION RESPONSIBILITIES

The percentages below indicate relative weight rather than a fixed allocation. The balance shifts across the year with the
close calendar, the audit, and budget development.

Oversight of the Accounting Function: 25%
- Supervise and develop the Accounting Manager, setting standards for accuracy, documentation, and timeliness.

- Set and hold the monthly close calendar. Review reconciliations and journal entries and approve financial statements
before they are issued.

- Prepare payroll allocations and post to QuickBooks.

- Review revenue recognition and account coding for accuracy and consistency.

Controls and Compliance: 25%
- Design, document, and enforce controls over cash handling, disbursements, payroll, and system access.
- ldentify segregation of duties gaps inherent to a small organization and build practical safeguards around them.
- Maintain the accounting policy framework and ensure practice matches what is written down.
- Review the Form 990, charitable registration, and state filings before submission.
- Review Form 5500 and coordinate filing with Paychex.
- Supervise and help plan the annual inventory count.

- Review cashflow forecast on a regular basis and discuss status with Executive Director.

Audit and Technical Accounting: 30%

- Serve as lead staff contact for the independent auditor. Prepare year end journal entries and schedules. Manage
audit preparation and the requested items list and resolve auditor questions.

- Own nonprofit revenue recognition, net asset classification and release of restrictions, functional expense allocation,
and grant and contract compliance.

- Serve as the authority on accounting treatment questions across the organization.
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- Track fixed asset capital projects.

- Track realized and unrealized investment gains and losses monthly and post journal entries to QuickBooks.

Analysis and Business Model Partnership: 10%
- Prepare monthly financial statements with variance commentary and review them with the Executive Director

- Support annual budgeting and forecasting, and evaluate the financial implications of new programs, capital projects,
and strategic initiatives.

- Review and pressure-test the multi-year financial model and the assumptions behind it.

- Analyze margin and cost structure across revenue lines and bring the findings to the Executive Director.

Systems, Controls, and Documentation: 5%

- Maintain the accounting handbook, updating documented procedures as needed and ensuring they are followed in
daily work.

- Safeguard internal controls and flag exceptions and irregularities promptly.

- Improve the integration between our point of sale, e-commerce, and accounting systems.

Board and Leadership Support: 5%
- Prepare and present financial materials to the Finance Committee and the Board of Directors.

- Translate financial results clearly for colleagues who do not work in finance.

REQUIRED EXPERIENCE AND QUALIFICATIONS
- Ten or more years of progressively senior finance experience, including responsibility for an organization-wide
financial function.

- Deep nonprofit accounting expertise, including net asset classification, restricted revenue recognition, functional
expense allocation, and Form 990.

- Experience with earned revenue, retail, or other operating businesses, including the ability to analyze margin and
cost structure.

- Track record serving as an organization's lead contact through independent audits.

- Demonstrated ability to design and enforce internal controls in a small organization.

- Supervisory experience developing accounting staff and reviewing their work.

- Fluency with financial models in Excel, and the ability to pressure-test assumptions and find what does not hold.
- Working knowledge of QuickBooks Online.

- Clear, direct communication with boards, executives, and non-financial colleagues.

- Sound judgment about priority, including the willingness to say what can wait.

DESIRED EXPERIENCE AND QUALIFICATIONS

- CPA, MBA, or equivalent credential.
- Experience in a small organization, where one role had to span several functions.
- Experience supporting a board through a capital planning process.

- Interest in California native plants and in TPF's mission.

SCHEDULE AND PAY

$56,000 per year for a 40% schedule, equivalent to a full-time annual salary of $140,000. Approximately 16 hours per week,
worked across regular days set with the Executive Director. On site at our Sun Valley headquarters, with some remote work
available for analytical and review work. Additional hours may be needed during audit season and budget development.

BENEFITS

At a 40% schedule, this position is not eligible for health, dental, or retirement plan benefits.
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- Paid sick time, as provided under California law.
- 30% staff discount on plants, seeds, pottery, and TPF merchandise.

- Work in a serene environment, surrounded by gardens, hiking trails, plants, and wildlife with a great team.

TO APPLY

Send a cover letter, resume, and references to jobs@theodorepayne.org with the subject line “Fractional Director of
Finance.” We will review applications on a rolling basis and seek to fill the position as soon as possible.

ABOUT THEODORE PAYNE FOUNDATION

The Theodore Payne Foundation promotes the appreciation, understanding, and thoughtful use of California native plants.
Located on 22 acres of canyon land in Sun Valley, TPF operates a retail nursery and seed store, display gardens, production
fields, natural areas, and indoor and outdoor classroom spaces, and offers classes, events, and outreach programs across
the region. TPF also runs the Los Nogales Nursery, a second retail site operated in collaboration with the Audubon Center at
Debs Park in Highland Park. To learn more, visit theodorepayne.org or find us on social media @theodorepayne.

TPF is an Equal Opportunity Employer and all activities are conducted without discrimination based on race, color, genetics, religion, gender, gender
identity or expression, sexual orientation, national origin, disability, age, or status as a protected veteran. TPF is also committed to compliance with all fair
employment practices regarding citizenship and immigration status.
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