
Job Announcement 
May 2013 

Finance Manager 
Los Angeles National Headquarters 
MALDEF is the nation’s leading non-profit Latino civil rights law firm.  Founded in 1968, MALDEF works to 
safeguard the civil rights of Latinos and to increase the community’s ability to participate fully in American 
society.  We currently seek a Finance Manager to perform or oversee finance, budgeting, compliance, and 
related recording and reporting functions for MALDEF and MALDEF Property Management Corporation.  
Signatory and approval authority is retained by the Vice President of Finance/CFO. 

Job Responsibilities:   The Finance Manager acts as the primary liaison to the Development department 
and prepares budgets for grant proposals and programs, tracks all funding with regards to expenses, 
prepares financial reports for funders, and performs variance to budget analysis in conjunction with program 
staff. Performs Contract Management to determine revenue coverage by program and by fiscal year; 
recognizes contracted expenditures as they incur; and ensures compliance with Financial Accounting 
Standard Board Pronouncement No. 116 "Accounting for Contributions Received and Contributions Made" 
(FASB 116). Assists with the management of business operations of MALDEF Property Management 
Corporation Including, but not limited to:  leasing commercial office space, reviewing tenant lease contracts, 
and handling building services (security, housekeeping, etc.) billing issues.  Reviews engineering and 
maintenance recommendations made by Building Engineer, and when necessary, will solicit input from third 
party expert resources. The Finance Manager assists the Vice President of Finance/CFO with developing, 
managing and periodically reviewing and assessing financial control systems in accordance with Generally 
Accepted Auditing Standards (GAAS) and also assists with the development of the annual budget and 
prepares reports and analyses of budget variances. 

Requirements:  Must have a Bachelor’s Degree with a major in Accounting, Finance or related field.  
Active Certified Public Accountant License required.  Minimum 6 years experience in related position is 
required.  Prior supervisory experience is required.  Must have outstanding organizational and 
administrative skills, including ability to interact with staff, elected and appointed officials, 
corporate/business representatives, and the general public.  Excellent computer skills, particularly with 
accounting and spreadsheet software; skill in performing office automation duties using software 
applications such as spreadsheets, electronic mail, database management, and accounting software is a 
must. Excellent verbal and written communications skills, with particular attention to detail and accuracy, are 
required. Strong analytical and problem solving skills required; and must be able to handle multiple tasks 
and to organize and prioritize a heavy workload efficiently.  

Desired Skills:   In-depth knowledge of nonprofit accounting and auditing procedures and systems. 
Knowledge of and support for MALDEF’s organizational goals and understanding of how a law firm 
functions. Working knowledge of Generally Accepted Auditing Standards (GAAS) and Generally Accepted 
Accounting Principles (GAAP).  Experience working with Sarbanes-Oxley Act (SOX) compliance preferred. 
Knowledge of risk management and control procedures to ensure fiscal accuracy and prevent error and 
fraud.  
Compensation:  $65,000 - $80,000 per year DOE plus benefits.  MALDEF’s generous benefits package 
includes:  employer paid medical, dental, vision for employees and their eligible dependents; short and long 
term disability insurance; 403(b) retirement plan with employer match; 20 days of personal time (PTO) and 
eleven paid holidays each year.  

How to Apply:  Send cover letter, résumé, and 3 to 5 page writing sample by email to: jobs@maldef.org. 
Please include the following in the subject line of your email:  Your Name – LA Finance Manager.  
Attachments should be in .doc, .rtf, .txt or .pdf format.  Incomplete applications will not be considered. 

 
Position Open Until Filled    Equal Opportunity Employer 

For more information, visit: www.maldef.org  
Follow us on Twitter: @maldefjobs 
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