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	Position
	Associate Director for Finance and Administration

	Organization
	LASPAU: Academic and Professional Programs for the Americas

	
	

	Location
	Cambridge, MA (USA)

	Application Instructions
	Apply online at http://www.employment.harvard.edu/
Click on Administrative/Staff Jobs (External Candidates)
Then click on Search openings and search for keyword “LASPAU” or         Auto req ID 25360BR

	
	

	
	

	
	

	
	

	
	

	Duties & Responsibilities
	Reporting directly to the Executive Director, the Associate Director for Finance and Administration (ADFA) holds primary responsibility for providing strategic leadership and management in support of overarching LASPAU goals in finance and administration.  Working collaboratively with the finance and administration team, the ADFA develops and manages financial operations, directs the preparation of the annual LASPAU budget and cooperates with program office staff to ensure sound budgeting for individual programs.  He/she serves as liaison with external auditors, supervises financial reporting and certifies controls over financial operations, supervises preparation of tax forms, supervises financial flows involving both sponsored programs and LASPAU-generated funds, manages day-to-day accounting operations, ensures fiduciary compliance, prepares accurate and timely financial reports, coordinates closely with sponsored program financial managers in the U.S., Latin America, and elsewhere, and, as directed, interacts with the LASPAU Board of Trustees.  The ADFA supervises administration employees responsible for LASPAU physical facilities and infrastructure, employee time and attendance reporting, administrative inventory, and information technology.  
Key Objectives
1. Develop and lead the strategic financial planning and related processes in support of LASPAU objectives.
· Working collaboratively with senior leadership, supervise budget forecasting and financial planning.
· Work collaboratively with cross-department teams to develop sound financial programs.
· Manage the financial and administrative systems that drive efficient use of resources, leverage infrastructure, support high quality of service and promote strategic decision-making and user accountability.
· Manage the continual improvement of the annual financial cycle, including budgeting process, through education of other managers on financial issues impacting their budgets.

2. Guide the development and management of LASAU’s financial reporting
· Develop and manage financial reporting models that ensure accuracy, flexibility, transparency, timeliness, and that track and support senior management decision-making needs.
· Manage financial staff to create financial practices that ensure efficient and accurate reporting of financial information.
· Capitalize on the latest tools, techniques, and practices,
 
3. Minimize financial risk to LASPAU and to Harvard through the development, management, communication, and tracking of financial compliance and policy oversight efforts
· Understand potential financial risks, vulnerabilities, and control techniques and communicate this information to appropriate audiences.
 
4. Promote improvements in information technology.
· Encourage IT innovation aimed at generating higher levels of employee and program efficiency.
 

	Basic Qualifications
	Must have a BA/BS. Minimum work experience:  7-10 years of progressive experience in the financial management field, with at least 3-5 years of supervisory experience. Must communicate proficiently – written and orally, in both English and Spanish.  

	Additional Qualifications
	CPA status strongly preferred and a graduate degree in accounting or a related field highly desirable.
Thorough understanding of policies, reporting and audits in accordance with GAAP and OMB Circulars A-110, A-122, and A-133. Experience with complex financial systems. Portuguese desirable.  Must work well independently and with diverse groups, handle confidential information, manage multiple projects efficiently.   Experience with non-profits and sponsored program financial management (both federal and non-federal agencies). Skilled in negotiation. Previous work experience in Latin America desirable. 

Additional qualifications:
· Lead by example, setting a tone of transparency, integrity, and service:  generate positive energy in the organization
· Communicate clearly at the executive level – both orally and in writing
· Cultivate relationships with diverse constituencies
· Drive significant change in management efforts
· Mentor, coach and actively provide feedback and deliver thoughtful performance reviews
· Consistently perform and communicate analysis and findings for strategic planning in the key decision-making process.
 

	Additional Information
	LASPAU: Academic and Professional Programs for the Americas is a nonprofit organization affiliated with Harvard University and governed by an independent, inter-American board of trustees. LASPAU designs, develops, and implements academic and professional exchange programs on behalf of individuals and institutions in the United States, Canada, Latin America, and the Caribbean. While most of these efforts are devoted to graduate-level exchanges, undergraduate and professional non-degree programs also form part of LASPAU's scope of activities. The organization is unique in its strong regional focus, administrative expertise, and foundation in the Harvard community. More information on LASPAU can be found on our web page at http://www.laspau.harvard.edu/
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