
 

Dynamic NYC Organization Seeks 
“Finance and Operations Manager” 

 

New Heights was founded in October 2005 in New York City as an independent non-profit organization.  
Our mission is “to educate and empower promising inner-city youth to be leaders, champions and 
student-athletes by developing the skills necessary for success in high school, college and life.” 
 

*** 
In order to build capacity for the continued improvement and expansion of the organization, New 
Heights is now seeking candidates to fill the position of “Finance and Operations Manager.” 

 
This position requires an innovative professional with finance and accounting experience and a passion for 
the New Heights mission. This is a unique opportunity to take a leadership role and make a significant 
contribution to a fast-growing, high potential organization. 
 

 

Primary Responsibilities: 

 Manage all bookkeeping functions and process all general ledger transactions in accordance with 
GAAP and New Heights policies and procedures including recordkeeping for cash receipts, 
deposits, accts payable, accts receivable, petty cash and employee expense reporting 

 Work with independent auditor to complete the annual audit 

 Produce all internal and external financial analysis and reporting  

 Handle collection and processing of all petty cash, employee expense and trip reporting, and 
reimbursements 

 Support annual audit preparation 

 Execute weekly bank deposits (as needed) 

 Provide support for periodic bank and payroll reconciliations 

 Support financial reporting for grant applications  

 Answer telephones, process mail (organize bills and donations) 

 Manage the human resource function including upkeep of personnel manuals and personnel files, 
benefits administration, and overall support of the employee recruitment and hiring process 

 Process and manage payroll and related functions, including the management of paid time off 
records for all staff 

 Manage inventory and coordinate purchasing for office and program supplies and equipment  

 Serve as liaison between New Heights and all vendors for facilities maintenance, technology and 
communications systems, office equipment and other administrative and professional services 

 Provide general support for the Executive Director and all other staff as needed 
 
 
 
 



 
Additional Qualifications:  
 Passion for the New Heights mission 
 At least three years of experience in a finance, administrative or leadership capacity in a school or 

organization that provides direct services to inner-city youth 
 Experience in bookkeeping, accounting and not-for-profit fiscal management 
 Should be highly responsible, motivated and organized  
 Ability to thrive in a small, fast-paced environment that emphasizes teamwork and collective 

responsibility 
 Excellent interpersonal, organizational, oral and written communication skills 
 Entrepreneurial attitude – the successful candidate will be willing and excited about the opportunity to 

organize and implement dynamic academic support, high school and college prep programming 
 Bachelor’s degree required; Master’s or other advanced degree in Accounting or related field preferred  
 
Salary and Benefits: 

 Negotiable, depending on experience and qualifications.  Comprehensive benefit package.  

 Please include salary requirements 
 
 


