
Cho-Yeh Camp & Conference Center, Inc. 
Job Description 

 
Job Title:  Vice President of Finance & Administration 
Department:  Administration 
Reports To:  CEO 
Prepared Date:  11/30/2020 
 
Summary 

This position reports directly to the CEO of Camp Cho-Yeh.  The VP of Finance and Administration will serve in a hands-on 
position responsible for safeguarding assets, all fiscal operations, and developing and maintaining strong internal controls.  
This person will be responsible for Camp Cho-Yeh’s Human Resources, with a focus on compliance with all federal, state, and 
local rules and regulations concerning payroll, benefits, and employee relations.  The VP of Finance and Administration will 
also have a broad administrative role responsible for administering all IT functions and overseeing IT security, insurance/risk 
management and safety, and legal. This role provides an individual with finance, accounting, administrative and operational 
expertise the opportunity to creatively structure finance/administrative operations and problem solve in a high-growth, 
mission-driven nonprofit organization that is adopting the highest standards in every category of camping operations.  Camp 
Cho-Yeh has a culture that is deeply committed to excellence and team collaboration as we seek to be a place where Jesus 
Christ transforms lives through meaningful relationships and outdoor adventures.   

Essential Job Functions: 

Strategic Leadership 

• Develop financial planning, budgeting, cash flow, and administrative/hr investment priorities. 
• Serve as a financial operations management liaison to the board; effectively communicate and present critical financial and 

operational matters at select board of directors and committee meetings. 
• Contribute to the development of Camp Cho-Yeh’s strategic goals and objectives as well as the overall management of the 

organization. 
• Represent the organization externally, as necessary, particularly in banking and vendor relationships/negotiations. 

Accounting and Human Resources 

• Manage accounting systems, financial budgeting, and reporting. 
• Oversee annual audit. 
• Manage banking and cash management. 
• Manage all company credit cards and reporting. 
• Handle tax and regulatory compliance. 
• Manage HR compliance, payroll, compensation, and employee benefits. 
• Manage the budgeting and reporting processes across programs. 
• Provide decision frameworks and support for major investment decisions. 
• Provide employee benefits, payroll, and credit card/expense reimbursement support to Camp Cho-Yeh employees. 
• Handle a variety of legal contracts/agreements and compliance matters. 
• Maintain Human Resources Information Systems and handle all Human Resources compliance matters. 
• Promote a culture of high performance and continuous improvement that values learning and a commitment to quality. 
• Ensure staff members receive timely and appropriate training and development. 
• Establish and monitor staff performance and development goals, assign accountabilities, set objectives, establish priorities, 

conduct annual performance appraisals, and administer salary adjustments. 
• Mentor and develop staff using a supportive and collaborative approach: assign accountabilities; set objectives; establish 

priorities; and monitor and evaluate results. 



Insurance, Risk Management and Safety 

• Oversee compliance with regulatory agencies and maintenance of proper records. 
• Liaise with insurance adjustors and legal counsel in coordinating insurance matters. 
• Interpret and apply laws, rules, and regulations relative to risk management, safety, loss control, and areas of potential 

liability. 
• Expedite investigations of incidents, “near miss” events, and worker’s comp related issues. 
• Coordinate safety training with program leadership to ensure compliance. 
• Engage a third party to perform risk/safety audits annually and implement recommendations.  
• Develop and maintain relationships with local first responders including law enforcement, public officials, emergency 

relief, and relevant vendors of services and equipment. 
• Review and update the Emergency Response Plan and coordinate training of staff annually or as needed. 
• Ensure appropriate insurance coverage is in place. 

 

IT 
 
• Oversee IT focusing on excellence, service, and unity as it fulfills its responsibility for all aspects of information 

technology and telecommunications systems (including hardware, software, network and systems infrastructure and 
equipment, servers, databases, email, telephone and voicemail systems, etc.).  IT exists to identify, provide, maintain, and 
support appropriate technology solutions. 

 
QUALIFICATIONS   
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements 
listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.   

• Business or Accounting degree mandatory, an MBA or CPA preferred. 
• A strong track record of managing and delivering results within broad financial and administrative roles coupled with 

a willingness to commit to a ministry and salary commensurate with a nonprofit. 
• Experience managing the risk management and safety functions that are critical to the success of operations. 
• Proven track record of achieving short-term and long-term implementation of infrastructure that includes different 

structures, processes, policies, and systems. 
• Experience working with all levels of staff, with demonstrated ability to establish trust and relationships and leading 

through others. 
• First-class leadership skills, in particular the ability to translate complex objectives into clear, simple actions. 
• Excellent project management and communications skills with the ability to work across all functions and levels of an 

organization. 
• Stellar process management and improvement skills with the ability to manage end-to-end processes and to use 

various process improvement techniques to improve reliability, service, and reduce costs. 
• Demonstrated ability to interpret complex information and interconnected issues to clearly articulate the findings, 

obstacles, and solution. 
• Demonstrated ability and willingness to challenge processes and use knowledge or trends to identify new solutions. 
• Strategic, analytical, and operational thinker; creative problem-solver.   
• Highly accountable and results-driven with the ability to set and use goals that guide action and objectively measure 

performance.  
• Strong mentoring, coaching experience to a team with diverse levels of expertise 
• Ability to perform other duties as assigned by CEO as needed.  
• Experience either as an employee or board member of a nonprofit organization; must be familiar with nonprofit 

finance and accounting regulations. 
• Proven track record of success facilitating progressive organizational change and development within a growing 

organization. 
• Strong passion for Camp Cho-Yeh’s mission coupled with the ability to identify/integrate into the culture.   



• Strong spiritual life and devotion to Christ as well as experience sharing personal testimony in a variety of venues and 
being vulnerable and open about personal faith journey.  Ability to sign statement of faith. 

• Demonstrated ability to cultivate healthy relationships, to maintain strong family ties, and to offer gracious hospitality 
to a wide demographic that includes people of diverse ethnicity, religious affiliation, age, and lifestyles. 

 
EDUCATION and/or EXPERIENCE  
Minimum of 5-years experience in finance, human resources or strategic leadership with demonstrated success, preferably in 
the not-for-profit or association sector. Bachelor’s degree in business or accounting required.  MBA or CPA preferred.  
 
LANGUAGE SKILLS  
Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  
Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or employees of 
organization. 
 
MATHEMATICAL SKILLS  
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, 
circumference, and volume.  Ability to apply concepts of basic algebra and geometry. 
 
REASONING ABILITY  
Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to 
deal with problems involving several concrete variables in standardized situations. 
 
TIME MANAGEMENT ABILITY 
Ability to effectively manage their own time and have great attention to detail.  Ability to show initiative and function as a self-
starter. 
 
PHYSICAL DEMANDS   
The physical demands described here are representative of those that must be met by an employee to successfully perform the 
essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or feel; reach 
with hands and arms; and talk or hear.  The employee is occasionally required to stand and walk.  The employee must 
occasionally lift and/or move up to 30 pounds.  Specific vision abilities required by this job include close vision, and distance 
vision. 
 
WORK ENVIRONMENT   
The work environment characteristics described here are representative of those an employee encounters while performing the 
essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 


