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

Job Title: Finance and Administration Specialist
Department: Administration
Reports To: Director of Finance and Administration
Prepared Date: 01/17/2022

Mission
To be a place where Jesus Christ transforms lives through meaningful relationships & outdoor adventures.

Summary
Overall responsibility for managing Cho-Yeh’s accounting and human resource departments.

Essential Job Functions:

1. Financial Management:  Manage the accounting department’s overall and ongoing accounting and financial
activities, ensuring accuracy and completeness.
● Maintain general ledger, reconcile accounts, and provide monthly financial reporting and analysis

including:
● Coordinate the implementation of financial systems and processes, including government accounting

requirements as needed.
● Assist with developing detailed budgets (including annual budget, revenue forecasts, cash management,

capital expenditures) as a part of business planning processes
● Provide reports as needed to department heads
● Oversee and manage the accounts payable process ensuring proper cash flow management
● Direct internal and external audit process in compliance with policies set by the Board of Directors.

2. Human Resources:  Execute the overall provision of Human Resources services, policies, and programs for
Camp Cho-Yeh.
● Manage payroll for 18+ full-time and 300+ seasonal employees
● Administer the full-time employee benefits program (401k contributions, Health Insurance enrollment,

PTOs, etc)
● Maintain all personnel files, I-9 records, drug and alcohol screening and background investigation

results, and other personnel records, and ensure Cho-Yeh is in compliance with all laws and regulations
and demonstrates “best practices” in regard to personnel information management.

● Oversee handling of employment-related inquiries, such as employment verification requests
● Oversee employee on-boarding processes.

3. Office Management: organize and supervise all of the administrative activities that facilitate the smooth
running of the office.
● Oversee corporate insurance policies, including liability, unemployment and worker’s compensation,

and handle all subsequent claims.
● Oversee the inventory and ordering of business and office supplies and arrange for the routine

maintenance of the camp business equipment.
● Maintain inventory of office supplies and place appropriate orders.
● Ensure office equipment is in good operating condition.
● Promote practices that seek to reduce waste, reuse items, and recycle as much as possible.
● Manage petty cash, recommend purchases, and perform shopping function as needed for all camp office

supplies.
● Open, sort & distribute the daily mail



SUPERVISORY RESPONSIBILITIES
Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws.
Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work;
appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.

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.  The
individual must demonstrate strong personal faith and ability to share the Gospel of Jesus Christ by being a
living example.  The individual must also be able to sign Cho-Yeh’s Statement of Faith.

EDUCATION and/or EXPERIENCE
Bachelor’s degree or equivalent from four-year college or technical school; or six months to one year related
experience and/or training; or equivalent combination of education and experience.

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 the 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 20 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.


