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Columbia Development Authority

Employment Opportunity

Position: Financial Administrator

Description: The Columbia Development Authority is looking to hire a financial
administrator to oversee all accounting, grant management and fiduciary
controls.

The position is full-time, Monday through Friday 8 AM to 5 PM.

The salary range is $66,000 to $96,000 per year, with a full benefit
package.

Assignments: Accounting Responsibilities

o Processing payments, invoices, income.

e Preparing financial statements showing business income and
expenditures.

e Paying vendor invoices and tracking bank account balances.

« Verifying the accuracy of business accounts and alerting the
Executive Director of errors.

e Recording any inconsistencies to help the Executive Director
reconcile inaccuracies.

« Developing monthly financial statements including cash flow,
profit and loss and balance sheets.

e Processing employee timecards.

e Managing employee expense claims.

e Helping the Executive Director with administrative duties and
preparing yearly accounts.

Grant Management

e Oversees all aspects of grant management, including editing and
submission.

Tracking past submissions and their status.

Find suitable funding sources and opportunities.

Track and manage deadlines and progress of grant applications.
Solicit feedback from funders for rejected grants, and drafting
reports (according to grant requirements).
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Maintain suitable communication with funders who have provided
grants.

Identify programs and initiatives that have the potential to attract
significant new public and/or private sector support.

Coordinate with the Executive Director and staff members to
obtain the information required to present a concept, purpose, goal,
aims, and budget.

Maintain grant planning calendar to coordinate workflow and
prioritization of work.

Report all required information to necessary funders.

Keep an organized internal database of all submissions, contacts
and grant agreements and reports.

Fiduciary Controls

Candidate

Oversee all aspects of an annual financial audit.
Create and maintain an organizational budget.

Profile:  Find out if you are a candidate for the position:

Do you have a valid driver's license?

Do you have a valid AICPA membership?

Do you have experience in economic development?

Do you have a bachelor's degree in accounting or finance?
Do you have expertise in QuickBooks?

Have you written a federal grant?

Have you processed a state appropriations contract?

Can you work well with a small professional team?

Do you have experience working with an exigent board?
Can you work independently?

Can you grammatically write a sentence, paragraph, page?

Submission: Please electronically submit your cover letter and resume to
columbiadadirector@gmail.com. This employment opportunity will

remain open until a suitable candidate is selected.

EQUAL OPPORTUNITY IS THE LAW

It is against the law for this recipient of Federal financial assistance to discriminate on the
following bases: Against any individual in the United States, on the basis of race, color, religion,
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sex, national origin, age, disability, political affiliation or belief; and Against any beneficiary of
programs financially assisted under Title I of the Workforce Investment Act of 1998 (WIA) on
the basis of the beneficiary’s citizenship/status as a lawfully admitted immigrant authorized to
work in the United States, or his or her participation in any WIA Title | financially assisted
program or activity. The recipient must not discriminate in any of the following areas: Deciding
who will be admitted, or have access to, any WIA Title | financially assisted program or activity;
providing opportunities in, or treating any person with regard to, such a program or activity; or
making employment decisions in the administration of, or in connection with, such program or
activity.

WHAT TO DO IF YOU BELIEVE YOU HAVE EXPERIENCED DISCRIMINATION

If you think that you have been subjected to discrimination under a WIA Title | financially
assisted program or activity, you may file a complaint within 180 days from the date of the
alleged violation with either: the recipient’s Equal Opportunity Officer (or the person whom the
recipient has designated for this purpose); or The Director, Civil Rights Center (CRC), U.S.
Department of Labor, 200 Constitution Avenue NW, Room N-4123, Washington, D.C.

20210. If you file your complaint with the recipient, you must wait either until the recipient
issues a written Notice of Final Action, or until 90 days have passed (whichever is sooner),
before filing with the Civil Rights Center (see address above). If the recipient does not give you
a written Notice of Final Action within 90 days of the day on which you filed your complaint,
you do not have to wait for the recipient to issue that Notice before filing a complaint with
CRC. However, you must file your CRC complaint within 30 days of the 90-day deadline (in
other words, within 120 days after the day on which you filed your complaint with the
recipient). If the recipient does give you a written Notice of Final Action on your complaint, but
you are dissatisfied with the decision or resolution, you may file a complaint with CRC. You
must file your CRC complaint within 30 days of the date on which you received the Notice of
Final Action.

LA IGUALDAD DE OPORTUNIDAD ES LA LEY

Es contra la ley que los recipientes(agencias u otras entidades que reciben fondos federales) de
fondos federales discriminen sobre la base de los siguientes factores: Contra cualquier individuo
en los Estados Unidos, en base a su raza, color, religion, sexo, origen nacional, edad,
discapacidad, filiacion politica o creencias; y contra cualquier beneficiario de programas que
reciben ayuda financiera bajo el Apartado | del Acta de Inversion en la Fuerza de Laboral de
1998 (WIA, por sus siglas en inglés) sobre la base de la condicién de ciudadania de un
beneficiario en calidad de inmigrante licitamente admitido en el pais y autorizado para trabajar
en los Estados Unidos, o su participacion en cualquier actividad o programa que reciba ayuda
financiera del tipo Apartado | del WIA.

El recipiente, no discrimina en ninguna de las siguientes areas:
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Al decidir quién sera admitido, o tendra acceso a cualquier programa o bajo cualquier actividad
que reciba ayuda financiera del tipo Apartado | del WIA, dando oportunidades o tratando a
personas con respecto a dicho programa o actividad; o tomando decisiones de empleo en la
administracién de o en conexion con tal programa o actividad.

QUE HACER SI CREE QUE HA SIDO OBJETO DE DISCRIMINACION
Si cree que ha sido objeto de discriminacion en un programa o actividad bajo el Apartado | de
WIA, puede entablar una queja dentro de 180 dias a partir de la fecha de la presunta violacién
con una de las siguientes personas: EI Agente de Igualdad de Oportunidad (Equal Opportunity
Officer, en inglés) del recipiente de dicha ayuda financiera (o la persona designado por dicha
agencia, para este propésito); o el Director, Centro de Derechos Civiles (The Director, Civil
Rights Center, CRC, por sus siglas en inglés), U.S. Department of Labor, 200 Constitution
Avenue NW, Room N-4123, Washington, D.C. 20210. Si presenta una gueja con el recipiente,
debe esperar a que esta emita un Aviso de Accion Final (Notice of Final Action, en inglés), o
hasta que hayan pasado 90 dias (lo que ocurra primero), antes de consignarlo al Centro de
Derechos Civiles (véase el domicilio anotado arriba). Si el recipiente, no le da por escrito un
Aviso de Accidn Final dentro de 90 dias a partir de la fecha en que usted presentd su queja, usted
no tiene que esperar a que el recipiente, emita dicho Aviso antes de consignarlo al CRC. Sin
embargo, usted debe presentar su queja dentro de 30 después de la fecha limite de los primeros
90 dias (en otras palabras, dentro de 120 dias después de la fecha en la que usted presento su
queja con el recipiente). Si el recipiente, le da por escrito un Aviso de Accion Final respecto a su
queja, pero usted no esta satisfecho con la decision o con la resolucion tomada, usted puede
presentar una queja con el CRC. Usted debera presentar su queja con el CRC dentro de 30 dias a
partir de la fecha en que haya recibido el Aviso de Accién Final.

CONG BANG TRONG MQI CO HOI LA LUAT

Déi vai nhan vién lam viéc cho nhiing té chic tai tro caa lién bang su phan bigt dbi Xu chiéu
theo nhitng can ctr sau day la trai luat: Viéc phan biét dbi xir Vi bat cir ca nhan nao séng trong
nuéc My, dua trén nguon goc, mau da, ton giao, gidi tinh, quéc gia, tudi tac, khuyét tat, chinh tri
va tin ngudng; Di nguoc lai quyén lgi ciia nhimg nguoi duge hudng chuong trinh tai trg dudi
Cha Dé | (Title 1) cia Work Force Invesment Act vao nam 1998 (WIA), trén co ban, nhiing
nguoi dugc cong nhan la cong dan my hodc cu tra hop phap, nhimg nguoi nay dugc phép lam
viéc trong nuéc My, hoic tham gia vao bat ct to chic WIA Title | cua chuong trinh tai trg hodc
hoat d6ng ciia chwong trinh nay. Nhan vién lam viéc khong duoc phan biét dbi xir trong bt ky
lanh vuc nao sau day: Viéc Quyét dinh chon nguoi dugc tham gia vao chuong trinh hoac chi
dugc tham gia vao phan nao cua chuong trinh WIA Title | vé tai tro va hoat dong; Viéc tao co
hoi thuan tién hodc do6i xtr vai bat ky ai 6 lién quan toi, chuong trinh hodc nhitng hoat dong nay;
Viéc quyét dinh trong viéc tuyén chon ngudi hoic ¢6 lién quan toi chuong trinh va nhitng hoat
dong nay.

PHAI LAM GI NEU QUY VI TIN RANG MINH LA NGUOI BI KY THI
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Néu qay vi nghi rang minh la d6i twong bi ky thi dudi chuong trinh WIA Title 1 vé tai tro hoic
hoat dong, ban ¢ thé dé don khiéu nai trong vong 180 ngay ké tir ngay c¢6 bang ching bi vi
pham véi : nhan vién chire trach cua Equal Opportunity (hoic ca nhan dugc bd nhiém cho trach
nhiém nay), hodc ban diéu hanh, Civil Rght Center (CRC) (Trung tdm bao vé quyén lgi cong
dan), bia chi la: Department of Labor, 200 Constitution Avenue NW , Room N-4123,
Washington, D.C. 20210. Néu quy vi lam don khiéu nai véi Nhan vién phap ly, qay vi phai cho
cho dén khi nhan vién chuec trach dua ra ban phuc trinh vé quyét dInh cudi cung, hoic quy vi
phai cho 90 ngay (thoi han nao ngan nhét), trude khi dé don véi Trung tm bao vé quyén loi
cong dan (dia chi ghi ¢ trén). Néu nhan vién chirc trach khdng goi cho qay vi ban phuc trinh vé
quyét dinh cudi cung trong vong 90 ngay ké tir ngay quy vi dé don khiéu nai, qay vi khéng phai
cho nhan vién chuc trach dua ra ban phuc trinh vé quyét dinh cudi cung véi CRC, Tuy nhién,
quy Vi phai dé don khiéu nai véi CRC trong vong 30 ngay cua 90 ngay thoi han (noi cach khac,
trong vong120 ngay sau ngay quy Vi dé don kh1eu nai v6i nhan vién chuc trach) Néu nhan vién
chuc trach gai cho qay vi ban phuc trinh quyét dinh cudi cang vé don khiéu nai caa qay Vi,
nhung quy vi khong hai long vai quyét dinh hoic la cach giai quyét do, quy vi co thé lam don
khiéu nai véi CRC. Quy vi phai lam don khiéu nai véi CRC trong vong 30 ngay ké tir ngay ma
quy Vi nhan duoc Quyét dinh Cudi Cung.

PaBﬂonpaBue — 3TO0 3aKO0H

CornacHo 3akoHy, 3TOT nosryyatens degepanbHoii (hrHAHCOBOM MOMOILM HE UMEET IIpaBa
MO/IBEpraTh JUCKPUMHUHAIIMY Ha CIEIYIOIINUX OCHOBAHUSIX:

JIro60e nuno B CIIA, Ha OCHOBE pachl, IBETa KOXKH, PEJIUTUH, 110J1a, HALIUOHAIBHOTO
MIPOUCXOXACHUSI, BO3pACTa, MHBAIMIHOCTH, OJUTHUECKON PUHAUIEKHOCTH WIN YOEXKACHU; a
takxe Jtoboro yyactHuka nporpamm, KotTopble puHancupyrotcs yepe3 Ornasnenue 1 Axra
WNuectunuii B Tpynoseie Pecypcsr (Title I, Workforce Investment Act, WIA) ot 1998 roaa, na
OCHOBAaHMU TPaKIAHCTBA/CTaTyca 3aKOHHOI'O0 IMMHUTPaHTa ¢ paszpemieHreM padortats B CIILA,
WM ero/ee yyacTtus B 10001 puHaHcupyemoit uepe3 WIA nporpamme uim MEpONpUSTUH.
[Tonmyuarento 3anpemaeTcst JMCKPUMUHUPOBATh Ha JIIOOOM M3 CleyromuX TanoB: [lpu
pELIEHNH O TOM KOT'0 MPUHATH UMM KOI'O HAIIPaBUTh Ha JIIOOYIO IpOrpaMMy UM MEPONPUATHE,
¢unancupyemslie uepes WIA,Title I; mpu npenocraBieHnn BO3MOXKOCTEH AT, UITH
PaccMOTpPEHHUH KOTro J100 B OTHOLLIEHUH TaKOW MPOrpaMMBbl WIN MEPONPUATHS, WIH IIPU
IIPUHATHH PELLIEHUH O TPYAOYCTPOMCTBE B IPOLIECCE AIMUHUCTPALIMU, WK B CBA3H C TAKON
MIPOrpaMMOil UJIM MEPONPUATHEM.

Yro nenarpb eciau Bbl cunTaere 4o Bol ncnbiTamu JMCKPUMHUHALMIO

Ecnu Bel cuntaere, uro Bac moaBepriu IMCKpUMUHAIIMKM B paMKax MpOrpaMMbl WIIN
MeponpusTus, puHancupyembix yepe3 WIA, Title I, Bel Mmoxere nogarts xanoly B Teuenue 180
JTHEH co HS MperoiiaraeMoro HapyueHust Juoo:

OtBercTBeHHOMY 32 PaBHbIe [IpaBa B odduce nmomyyarens (W11 YUHOBHUKY Ha3HAUEHHOMY
noty4aTesieM Jijist aToi 1enu); mubo upexropy Llentpa I'paxxnanckux [Ipas (Civil Rights
Center, CRC), mpu Munucrepctse Tpyna CIIA (U.S. Department of Labor), o anpecy: 200
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Constitution Avenue NW, Room N-4123, Washington, D.C. 20210. Ecnu Bsl nogaere xano0y
B odduce nmomyyaTens, Bbl TOIDKHBI ) AaTh MHO0 0 TEX MOP, MOKA MOIyYaTeilb MPEAOCTaBUT
YBenomienue o 3akmountenbHoM Jleiicteum (Notice of Final Action) B mucbMeHHOM BUJE, HIH
o ucredernu 90 qHEH (UTO CKOpee), Mpek/e YeM moaaBars xkanoody B Llentp ['paxmanckux
[IpaB (cMm. aapec BhIIIIE).

Ecnu nonydyarens He npeaoctaBut Bam YBegomiienue o 3akmtounTeibHOM JleiicTBUM B
MMCEMEHHOM BHJIe, B TeueHue 90 muel co aus, koraa Bel moganu Bamry xano0Oy, Ber He
00s13aHBbI JKJ1aTh, TTOKA MOJIy4aTesib Bam npenocTaBUT 310 Y BeAOMIICHUE, TIPEXKIC YeM T10/1aBaTh
xano0y B Llertp (CRC).

Opnnako Bam Hazno otnpasuts Bamry xanoOy B Lieatp (CRC) B Teuenue 30 guei, mocne
oxonuanus 90 nuel (npyrumu cioBami, B Teuenue 120 nuelt nocie Toro, koraa Bel monanu
xano0y B opduce nomyuarens). Ecim nomydarens npenoctaBut Bam YBenomiieHue o
3akmrounTeabHOM JIeCTBUY B THCBMEHHOM BHJI€, HO BBI HE TOBOJIBHBI 3TUM PEIICHUEM HIIH
3akioYeHneM, Bol Mmoxere noxanoBarscsi B CRC. Bor 00s13anb1 opopmuth Bamry xano0y B
CRC B teuenue 30 nHel co IHS MOTYyYEHUs Y BEAOMIIEHUS O 3aKIIOUUTENIbHOM JleficTBun
(Notice of Final Action).
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