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Job Title: CHIEF FINANCIAL OFFICER 
Updated July 28, 2008 

 

 

 
Starting Salary Range: $110-$120k  
Hours/Benefits: Full time with competitive benefits 
Reports to: President and CEO  
Position: Open until filled; ongoing review of applications 

 
PRBO BACKGROUND 
PRBO Conservation Science (PRBO), based in Petaluma, California, is a growing and internationally 
renowned nonprofit with over 120 staff and seasonal biologists.  PRBO advances conservation 
through bird and ecosystem research and science outreach, from Alaska to Antarctica, on land and at 
sea.  

Working in partnership with wildlife and habitat management agencies, nongovernmental 
organizations, academic institutions, and private interests, PRBO is helping to ensure that every 
dollar invested in conservation yields the most for biodiversity- benefiting our environment, our 
economy and our communities. 

PRBO has quadrupled in size over the past decade in response to the everÐincreasing demand for 
sound science to guide and evaluate conservation investments. Our FY 2008-2009 budget is $7 
million.  

Our vision is that over the next 10 years PRBO will become one of the worldÕs leading sources of 
avian and ecosystem data, analysis and applications to advance conservation effectiveness 
globally.  PRBO will significantly increase the scope and scale of its bird ecology and ecosystem 
research and outreach to strategically address global ecological challenges including land use 
changes and climate change.  PRBO will achieve this by conducting further research on how 
ecological processes are affected by global change and by developing and disseminating science-
based solutions to mitigate the negative impacts of these changes. 
 
CHIEF FINANCIAL OFFICER 

PRBOÕs Chief Financial Officer (CFO) must be a strategic thinker and a team player who will 
perform a significant leadership role in initiating, developing and implementing PRBOÕs financial and 
administrative strategies, policies and programs.  
 
The successful candidate should be a forward-looking, proactive team-player with proven success in 
non-profit accounting and reporting, federal contract management, budget formulation and 
management, financial audit activities, and cash management within an operating budget of at least $7-
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10 million annually.  S/he should have expertise in managing complex budgets with multiple public and 
private funding sources as well as the ability to help assess and guide effective use of 21st century 
information technology to advance PRBOÕs financial and administrative capacity. 
 
The CFO, reports to and works in close partnership with the Chief Executive Officer (CEO) and 
Board of Directors, and plans, directs, manages, and oversees the complex activities and operations of 
PRBOÕs Finance and Administration Department including general accounting and management 
accounting, budgets, grants and contracts, insurance, information technology, risk management, and 
human resources.   
 
There are currently 5 direct reports to the CFO: Controller, Contracts and Revenue Manager, Human 
Resources /AP/Payroll Manager, Office/Facilities Manager, and IT Director. 
 
 
JOB RESPONSIBILITIES including, but not limited to, the following: 
 
1. Direct, coordinate and implement all PRBO fiscal activities including: 

¥ Work with Board of Directors, Executive Director and senior staff to develop and achieve 
financial management goals; 

¥ Evaluate, develop and implement effective and efficient financial systems and processes; 
¥ Manage the internal accounting and reporting functions;  
¥ Provide monthly, quarterly, annual financial reports to senior program staff, Executive 

Director and Board; 
¥ Evaluate, develop and implement an effective annual budget process working closely with 

the Executive Director and senior staff; 
¥ Manage cash flow and banking, including negotiating loans and managing all loan 

covenants; 
¥ Manage federal, state and local contracts including contract review, negotiations, billing 

oversight and report management; 
¥ Administer insurance and risk management; 
¥ Manage annual audit process; 
¥ Assist in preparing grant and contract proposal budgets and reports as appropriate; 
¥ Manage accounting and other staff or contractors; and, 
¥ Conduct other related activities including managing endowment funds. 

 
2. Direct, coordinate and implement all PRBO administrative functions including: 

¥ Evaluate, develop and implement effective, efficient and up-to-date administrative systems 
and processes to best serve the organizationÕs needs; 

¥ Supervise implementation of PRBOÕs benefits program including 401k retirement plan; 
¥ Maintain and update employee personnel policies incorporating current legal requirements 

and organizational goals 
¥ Work with other leadership staff as appropriate to implement annual work plan 

development and evaluations, and to carry out other related HR functions; 
¥ Manage administrative staff including Office/Facilities Manager and Information 

Technologies staff/contractors to ensure all computer and office equipment and systems 
are meeting organizational needs; 
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¥ Oversee management of facilities to comply with lease agreements and other legal 
requirements and to ensure a pleasant, clean and safe working environment for staff and 
visitors; and, 

¥ Other related activities. 
 
3. Participate in the leadership of PRBO as a member of the Management Team and as a 
partner with the Board of Directors. 

¥ Work closely with the Executive Director, Board Chair, Board Finance Committee Chair 
and Board Finance Committee to guide the financial and administrative development of the 
organization to help ensure healthy and responsible fiscal activities within the context of 
the organizationÕs goals; 

¥ Work closely with senior staff to assist them in being as effective as possible in program 
financial management, program budgeting, and related activities. 

 
4. Carry out other related responsibilities as determined in consultation with the Executive 
Director and Board of Directors.  

 
JOB RELATED AND ESSENTIAL QUALIFICATIONS 
 
Knowledge of: 

¥ Operational characteristics, services, and activities of non-profit financial and administration 
functions; 

¥ Advanced principles, practices and standards of non-profit accounting, cost accounting, 
revenue administration, budgetary accounting, auditing, accounts receivable, and accounts 
payable; 

¥ Application of Generally Accepted Governmental Accounting Principles (GAAP), Financial 
Accounting Standards Board (FASB), and other financial accounting and contract 
management standards, including OMB federal contracting guidelines; 

¥ Principles, practices, and laws concerning Human Resources management; 
¥ Risk management and loss prevention including claims handling, worker's compensation, 

litigation, negotiation, and asset protection programs; 
¥ Pertinent Federal, State, and local laws, codes, and regulations; 
¥ Business mathematics and statistics; 
¥ Financial analysis and research procedures; and, 
¥ Principles of supervision, training, and performance evaluation. 

 
Skills to: 

¥ Utilize personal computers and computer software to perform word processing, 
spreadsheet, database and specialized functions.   

¥ Assess software needs and to guide implementation of new information technology. 
Familiarity with Sage MIP Fund Accounting software a plus. 

 
Ability to: 
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¥ Provide administrative and professional leadership and direction for administrative functions; 
delegate authority and responsibility; 

¥ Develop, implement, and administer goals, objectives, and procedures for providing effective 
and efficient administrative services; participate in strategic planning to align department 
goals with the organizationÕs vision, mission and values; 

¥ Plan, organize, direct, coordinate, delegate and evaluate the work of staff; 
¥ Analyze problems, identify alternative solutions, project consequences of proposed actions, 

and implement recommendations; 
¥ Prepare and administer large and complex budgets from multiple public and private funding 

sources; allocate limited resources in a cost-effective manner; 
¥ Assess and guide the use of information technology to enhance effectiveness of finance and 

administration functions; 
¥ Prepare, examine and verify the full range of financial documents and reports; 
¥ Research, collect, compile, and analyze information and data; 
¥ Perform accurate mathematical and statistical computations; 
¥ Interpret and apply the policies, procedures, laws, and regulations pertaining to non-profit 

administrative programs and functions; 
¥ Continuously monitor and ensure effective and efficient service delivery; 
¥ Exercise excellent judgment, flexibility, creativity, and sensitivity in response to changing 

situations and needs; 
¥ Communicate clearly and concisely, both orally and in writing; prepare and deliver 

effective oral presentations;  
¥ Establish, maintain, and foster positive and harmonious working relationships with those 

contacted in the course of work;  
¥ Represent PRBO internally and externally with excellence and professionalism to further 

enhance PRBOÕs reputation for the highest quality science and outreach; and,  
¥ Laugh with others and sometimes at yourself! 
 

Experience preferred: 
!  Ten (10) years of professional and accounting experience including five years of management and 

supervisory experience as well as non-profit and federal contracts management experience; 
!  Masters in Accounting/Finance, Business or related degree; 
!  Working knowledge of GAAP, FASB, and other financial accounting and contract management 

standards, including OMB federal contracting guidelines. 
 
Personal interest in: 

¥ Conservation and the natural world. 
 
To Apply 
E-mail (1) cover letter describing qualifications for this posi tion and interest in PRBO, (2) 
complete CV/resume, and (3) contact information (including phone numbers and e-mail 
addresses) for 4 references to prbo@prbo.org with ÒCFO SearchÓ in the subject line.  Applicants 
may be subject to background checks.  We will contact applicants prior to contacting their 
references. 

Position is opened until filled.  Ongoing review of applications.  For more information, please see 
www.prbo.org.  PRBO is an Equal Opportunity Employer. 
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PRBO Conservation Science 
3820 Cypress Dr. #11 
Petaluma, CA 94954 

707-781-2555 
www.prbo.org 


