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ORGANIZATION OVERVIEW

Charm City Care Connection (CCCC) works to connect people experiencing homelessness and marginalization in Baltimore, and in particular people who
use drugs, to resources and support to help them achieve their goals. We do this by building long-term partnerships between our team and community
members, empowering both parties to learn from each other as we work to promote health and well-being within Baltimore's fragmented network of
resources. Since our founding in 2009, CCCC has been providing social support and resource navigation. Since 2018, we have increased our harm reduction
services to include a syringe service program, naloxone distribution, street-based outreach, and a drop-in center for people who use drugs.

JOB DESCRIPTION

The Director of Finance & Operations will oversee financial management, grant administration, organizational operations, and human resources to ensure
efficiency, compliance, and sustainability. Reporting to the Executive Director, the person in this role works collaboratively with the leadership team and
external partners to align financial and operational strategies with the organization’s mission.The Director of Finance and Operations is responsible for
managing day-to-day operations, logistics, and the development and implementation of policies and procedures that support both internal operations and
programming. This position requires a proactive, solutions-oriented leader who thrives in a collaborative environment and is committed to optimizing
operations to support the organization’s mission. The successful applicant will be excited by the challenge and intrigue of executing these responsibilities
and creating an environment that is fair, equitable, and productive while remaining committed to the values of harm reduction.

Position Summary: The Director of Finance and Operations oversees and optimizes the nonprofit’s operational processes, ensuring alignment with its
mission and strategic goals. This role manages administrative functions, financial sustainability, and organizational workflows, fostering efficiency and cost-
effectiveness across all programs and team structures.

FINANCIAL MANAGEMENT
o Lead the development, monitoring, and management of the organization’s annual budget in alighnment with strategic priorities, including forecasting to
anticipate any changes that may have implications for cash flow or staffing allocations with recommendations.

¢ Oversee accounting and financial processes, including payroll, audits, tax filings, and grant reporting to ensure compliance and timely review
processes.

¢ Ensure compliance with nonprofit financial standards, including GAAP and grant funding regulations, and maintain financial policies and procedures
that reflect best practices.

o Provide regular financial reports and analysis to the leadership team and board of directors, including support for leadership team members to make
decisions about budget changes relevant to their programming.

* Develop and execute long-term financial strategies to ensure organizational sustainability in partnership with the Director of Development.

¢ Oversee the organizational budget including developing and maintaining timely and accurate financial statements and reports, at both the
organizational and program levels.

« Develop and maintain accounting systems for cash management, accounts payable, accounts receivable, investments, and other balance sheet
accounts.

o Lead the annual financial audit and coordinate with the board finance committee and external auditors to ensure a timely and accurate review process.
» Prepare and present financial reports for board meetings, grant funders, and annual audits.

« Participate in strategic planning, bringing insights on financial sustainability and operational capacity.
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e Support program teams by aligning operational and financial processes with program needs.

¢ Develop and implement policies and systems to enhance organizational effectiveness and accountability.

OPERATIONS AND ORGANIZATIONAL LEADERSHIP
» Oversee the organization’s day-to-day operations, ensuring that systems, processes, and policies support programmatic goals and organizational
efficiency.

« Develop and implement operational strategies to optimize workflow, resource allocation, and service delivery.

o Supervise and support operations functions, including human resources, IT, and administrative activities.

« Oversee the management of vendor relationships, contracts, and procurement to ensure cost-effectiveness and quality.

» Ensure compliance with all legal, regulatory, and safety requirements.

* Provide strategic guidance to leadership on financial sustainability and workforce planning.

« Serve on the leadership team to make strategic decisions for the organization that consider implications for finance and operations.
e Foster aninclusive and collaborative work environment, supporting diverse teams and perspectives.

o Participate in staff meetings and professional development opportunities.

HUMAN RESOURCES
« Oversee human resources policies, recruitment, onboarding, and performance management.

* Ensure compliance with employment laws, labor regulations, and organizational policies.

« Support employee relations, conflict resolution, and workplace culture initiatives.

¢ Implement compensation structures, benefits administration, and payroll processing.

« Develop and maintain human resources policies and training programs to foster an inclusive and compliant work environment.

« Ensure that the organization's human resource policies, ensuring compliance with labor laws, equity practices, and organizational values.

» Support the Human Resources Manager to oversee full-cycle recruitment, including posting job openings, screening candidates, and onboarding new
hires.

e Support the Human Resources Manager to oversee payroll and employee benefits programs, including health insurance, retirement plans, and leave
policies.

REQUIRED EXPERIENCE AND QUALIFICATIONS
o Bachelor’s degree in Nonprofit Management, Business Administration, or a related field (Master’s preferred).
« Atleast 5 years in operations, finance, and administration in a nonprofit managerial role.
e Expertise in budgeting, forecasting, financial management and reporting.
o Experience in recruitment, performance management, and human resources compliance.
¢ Strong problem-solving, planning, and organizational abilities.
« Strong attention to detail, accuracy, flexibility, and organization.
+ Knowledge of nonprofit regulations and legal requirements.
o Excellent interpersonal, leadership, and communication skills.
e Passion for harm reduction and social justice, particularly related to individuals who use drugs and communities affected by the war on drugs.
o Dedicated to affirming the dignity of people who use drugs and working with diverse communities(gender, ethnic, age, language, political)
» Self-motivated, hands-on problem solver, and team player.

o Ability to absorb and effectively communicate complex information.

TIMELINE AND COMPENSATION

The Director of Operations is a full-time, salaried position, $85-105K annually, commensurate with qualifications and experience. Charm City offers
excellent benefits including medical, dental, vision, 401(k), 14 paid holidays and generous paid time off. This is a hybrid role that requires that some tasks are
completed on site.

Individuals who have personal experience with drug use or sex work, people of color, members of the LGBTQIA+ community, and the formerly incarcerated
are strongly encouraged to apply.
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Job Information

Job Category:
Director/Administrator

Salary:
$85,000 - $105,000 Per Year

Position Type:
Full Time

Experience:
5-10vyears

Education:
Bachelor's Degree
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DIRECTORS-SHOULD-DO-TO-START-OUT-THE-NEW-YEAR-BY-EMBRACING-BEST-PRACTICES/)

FOUR THINGS YOUR NONPROFIT'S BOARD OF DIRECTORS SHOULD DO TO START OUT THE NEW YEAR BY EMBRACING BEST
PRACTICES (HTTPS://WWW.MARYLANDNONPROFITS.ORG/FOUR-THINGS-YOUR-NONPROFITS-BOARD-OF-DIRECTORS-
SHOULD-DO-TO-START-OUT-THE-NEW-YEAR-BY-EMBRACING-BEST-PRACTICES/)

There is more to running an ethical, accountable, and transparent nonprofit than just legal and accounting requirements. Boards of
directors can set the tone for the organization by conducting regular reviews of core governing and operating policies and procedures.
Check out these four things your board of directors can do to embrace ethical, accountable, and transparent values in the new year.

(HTTPS://WWW.MARYLANDNONPROFITS.ORG/AN-UNDERGRADUATES-EXPERIENCE-AT-THE-

2019-LEGISLATIVE-PREVIEW/)

AN UNDERGRADUATE'S EXPERIENCE AT THE 2019 LEGISLATIVE PREVIEW (HTTPS:/WWW.MARYLANDNONPROFITS.ORG/AN-
UNDERGRADUATES-EXPERIENCE-AT-THE-2019-LEGISLATIVE-PREVIEWY/)

As an undergraduate student at Johns Hopkins, | am still new to the world of nonprofits, and the Legislative Preview was very eye-opening
to me. | enjoyed hearing about the various policy issues brought up by the speakers, including the Kirwan Commission’s educational
reforms presented by Mr. William E. Kirwan himself, and the campaign to[...]
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