Position Title

Office & Finance Manager (Part-Time)

Reports To: Executive Director
Status: Part-Time (Approximately 20 hours per week)
Classification: Non-Exempt

Position Overview

The Office & Finance Manager serves as the operational and financial backbone of the
Tuscaloosa County Economic Development Authority (TCEDA). This role oversees office
administration, bookkeeping, financial controls, external funding compliance, and administrative

support for key initiatives and state-supported development projects.

This position requires a highly organized, detail-oriented professional capable of managing
fiduciary responsibilities, maintaining strong internal controls, and ensuring compliance with

local and state funding requirements in a nonprofit economic development environment.

Key Responsibilities

1. Office Administration & Operations

Monitor and distribute mail from Post Office Box and office location.
Serve as first point of contact for calls, visitors, and general inquiries.

Administer employee benefits, including health insurance (LGHIB) and related
communications.

Maintain insurance records and coordinate with brokers.
Oversee office vendors and facility maintenance.

Maintain master organizational calendar and support Executive Director scheduling.

2. Financial Management & Bookkeeping

Accounts Payable

Manage full AP process including invoice collection, coding, check requests, ACH
payments, approval routing, and documentation.

Ensure dual-signature compliance and adherence to internal controls.

Maintain accurate payment records and organized filing systems.



Accounts Receivable

Generate and track quarterly invoices.
Deposit checks and maintain deposit logs.

Maintain AR documentation and reconciliation records.

Financial Reporting & Reconciliation

Reconcile credit card transactions and prepare coding summaries.

Provide financial documentation to external accountants for quarterly financial
statements.

Assist with annual budget preparation.

Coordinate documentation and schedules for annual audit.

Lease & Project Financial Oversight

Manage financial components of leases and affiliated projects.

Process monthly rent obligations and vendor payments tied to program initiatives.

3. External Funding & Grant Compliance

Track expenditures related to local government funding agreements and ensure funds are
used in accordance with approved budgets and award terms.

Maintain documentation required for reimbursement-based grants and matching fund
requirements.

Assist in preparing financial reports for funding partners, including municipalities and
counties.

Support compliance reporting for state economic development programs, including but
not limited to:

o Growing Alabama
o SEEDS
o Innovate Alabama

Coordinate with Executive Director and external accountants to ensure grant reporting
aligns with audit standards.

Maintain organized grant files (digital and physical) for monitoring, reimbursement
requests, and audit review.



Monitor deadlines for required reporting submissions and funding milestones.

4. Board & Finance Committee Support

Schedule and coordinate quarterly Finance Committee meetings.

Prepare financial materials including budget updates, quarterly statements, and audit
summaries.

Support RFP processes related to banking and financial services.

Execute financial directives of the Finance Committee and Board.

5. Program & Special Project Support

Special Events & Prospect Support

Coordinate logistics for recruitment visits and organizational events.

Support Executive Director with meeting preparation and hospitality arrangements.

Preferred Qualifications

5+ years experience in office management, bookkeeping, nonprofit administration, or
grant compliance.

Experience with accounts payable/receivable and audit coordination.

Familiarity with government funding compliance or reimbursement-based grants is
strongly preferred.

Proficiency in Excel and financial tracking systems.
Strong organizational and documentation skills.

High level of discretion and professionalism.

Ability to work independently with minimal supervision.

Bachelor’s degree is preferred but not required with relevant experience.

Application Information

Email resumes to Justice Smyth, justice.smyth@tcoeda.com. Open until filled. Early application
is strongly encouraged; the first review of candidates will begin on June 12, 2026.
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