
 
 

BUSINESS AND FINANCE MANAGER 
 

POSITION SUMMARY 
Do you love organizing finances, business affairs, and contracts? 
Do you pride yourself on your reliability and confidentiality? 
Excited about working for an organization that advances experimental music 
and the works of living artists?  
Then the Business and Finance Manager position with the International Contemporary Ensemble 
could be a great fit and we’d like to meet you!  
 
The International Contemporary Ensemble, an internationally renowned non-profit performing arts 
organization entering its 20th year, seeks an experienced, motivated Business and Finance Manager. 
In this role, you will work closely with, and report directly to the Executive Director. You will also 
manage relationships with our external accounting firm, auditor, and legal partners. Internally, you 
will work closely with all staff to manage and execute contracts, financial reports, and legal matters of 
the organization. The ideal candidate flourishes in a fast-paced creative environment and has a 
demonstrated ability to work cooperatively and collaboratively on a small team.  
 
KEY RESPONSIBILITIES 

Finance  
● Manage all organizational finances, including payroll, accounts payable and receivable, 

cash flow, budget tracking, and bookkeeping.  
● Develop and oversee accounting practices, and reconcile books monthly, with our 

external accounting firm and bookkeeping support (Your Part Time Controller), and 
coordinate processes across departments within the organization.  

● Provide support to the Development department on grant budgets and reports.  
● Assist Executive Director in developing fiscal strategy for the organization, including 

developing and revising annual organizational budgets, with primary responsibility over 
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Title:  Business and Finance Manager 
Department:  Finance 
Reports To:  Executive Director 
Status:  Full Time, exempt with benefits 
   



Operations budget.  
● Assist Executive Director in preparing financial reporting and compiling information to 

report to the Board of Directors and Finance Committee.  
● Liaise with our external accounting firm and auditors to prepare financial statements and 

annual audits.  
● Attend board meetings, including the Finance Committee, to provide financial updates and 

participate in business decisions.  
● File and document all financial information according to our policies. 

 
Business 

● Oversee organizational compliance with by-laws, labor regulations, and financial best 
practices.  

● Liaise with presenters and other organizations to review and execute contracts. 
● Administer company insurance plans and policies, including health, workers’ 

compensation, and general liability.  
 

Administration  
● Process staff payroll and project reimbursement  
● Partner with ED and board advisor(s) to implement and review HR policies* 

*While this position is not a Human Resources role, the person in this position 
will contribute to some HR documentation, filing, onboarding and 
offboarding of employees, and connecting/contracting with HR professionals.  

● Occasional oversight of the physical office, including lease negotiations with the landlord, 
reporting issues of the building to the landlord, and helping with general office organization 
including ordering supplies.  

● Collaborate creatively with all staff members to develop business procedures, organizational 
standards, and big-picture planning.  

 
QUALIFICATIONS  

● Strong organizational skills that reflect ability to perform and prioritize multiple tasks 
seamlessly with attention to detail.   

● Experience with financial management in a non-profit business context.   
● Excellent written and verbal communication skills.   
● Experience with writing and reviewing contracts.   
● Demonstrated proactive approaches to problem-solving with strong decision-making 

capability.   
● Fluency with numbers and ability to translate into non-expert terms.   
● Highly resourceful team-player with the ability to also be extremely effective independently.   
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● Proven ability to handle confidential information with discretion, be adaptable to various 
competing demands, and demonstrate the highest level of service and response.   

● Demonstrated ability to achieve high performance goals and meet deadlines in a fast-paced 
environment.   

● Forward looking thinker, who actively proposes solutions.  
● Aligns with our values and commitment to equity, as outlined on our website  

 
Minimum requirements: Bachelor’s degree or equivalent, and/or at least 2 years in non-profit 
management or arts administration; fluency in Word, Excel, Google Suite (Quickbooks/Xero a plus - 
the organization uses Xero for bookkeeping and Expensify to track credit card expenses).  
 
Application instructions: Please send a resume and cover letter by email to careers@iceorg.org, with 
the heading BUSINESS AND FINANCE MANAGER POSITION, expressing how your experience 
fits with this position and why you’re excited about working with the International Contemporary 
Ensemble. Please, no telephone inquiries.  
 
COMPENSATION 
The International Contemporary Ensemble offers a competitive salary and benefits that align with our 
values of wage justice and work-life balance. The annualized salary for the Business and Finance 
Manager position is in the range of $60,000 - $70,000 and is commensurate with experience. The 
position is full-time, with benefits including medical (health, dental, vision) insurance as well as 
vacation, personal, and sick time. We offer a generous amount of flex and remote time in 
compensation for extra hours worked as well as professional development stipends. We also commit to 
improving all of our policies and practices so that everyone who works with the International 
Contemporary Ensemble is respected, valued, and can thrive. During the COVID-19 pandemic, we 
are working fully remotely and will assess returning to working from the office (located in Sunset Park, 
Brooklyn, NY) as more information becomes available.   
 
Applications will be reviewed on a rolling basis until the position is filled. The ideal 
candidate will be able to start in early Spring 2021.  

ABOUT THE INTERNATIONAL CONTEMPORARY ENSEMBLE  
The International Contemporary Ensemble is an artist collective that is transforming the way music is 
created and experienced. As performer, curator, and educator, the International Contemporary 
Ensemble explores how new music intersects with communities across the world, performing up to 
150 concerts and events a year. The Ensemble’s 36 members are featured as soloists, chamber 
musicians, commissioners, and collaborators with the foremost musical artists of our time. Works by 
emerging composers have anchored the Ensemble’s programming since its founding in 2001, and the 
group’s recordings and digital platforms highlight the many voices that weave music’s present.  
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OpenICE, made possible with lead funding from The Andrew W. Mellon Foundation, offers free 
concerts and interactive, educational programming wherever the Ensemble performs. As the Ensemble 
in Residence of the Nokia Bell Labs Experiments in Art and Technology, the International 
Contemporary Ensemble advances music technology and digital communications as an empowering 
tool for artists from all backgrounds. Curricular activities include a residency and coursework at The 
New School’s College of Performing Arts, along with a summer intensive program, called Ensemble 
Evolution, where topics of equity, diversity, and inclusion build new bridges and pathways for the 
future of creative sound practices. Yamaha Artist Services New York is the exclusive piano provider for 
the Ensemble. Read more at www.iceorg.org and watch over 350 videos of live performances and 
documentaries at digitice.org.  
 
The International Contemporary Ensemble is committed to overcoming systemic inequities which 
have been entrenched in classical music, and arts organizations, for centuries. We believe that as a 
musical collective, part of our responsibility is to challenge our biases and practices around who 
performs, or has their works performed, on the world’s stages. The Ensemble works to break down 
barriers inherent to the systems of Western European music, which have historically excluded 
individuals on the basis of race, wealth, sex, pedigree, background, gender-identity, able-bodiedness, 
and sexual orientation, and is actively making changes to all entrypoints to the organization, to ensure 
that Black, Indigenous, and/or People of Color are represented and have decision-making agency 
throughout the organization and on the world’s stages.  
 
The International Contemporary Ensemble values the ideas and creativity that each employee 
brings to the table, and is proud to be an equal opportunity employer committed to creating 
a diverse and inclusive workplace. All qualified applicants will receive consideration for 
employment without regard to race, color, religion, gender, gender identity or expression, 
familial status, sexual orientation, national origin, ability, age, or veteran status.  
 
We are committed to developing strong leadership of varied differences, especially alongside people 
who have not been historically represented in the arts sector. We encourage applicants who are Black, 
Indigenous, People of Color, women, trans and/or non-binary, LGBQ+, immigrants, individuals with 
disabilities, as well as people of diverse social, educational, and economic backgrounds. 
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