
 
NATURAL AREAS CONSERVANCY 

Finance & HR Manager 

Job Description 
 

ORGANIZATIONAL OVERVIEW 
Started in 2012, the Natural Areas Conservancy (NAC) is a non-profit organization devoted to restoring 
and conserving New York City’s 20,000 acres of forests and coastal areas. The NAC is the first park 
conservancy dedicated exclusively to New York City’s natural areas, which comprise one third of the 
city’s park system. The NAC works in more than 50 parks across the five boroughs and takes a 
science-based approach to conserving the city’s nature, improving coastal resilience, and ensuring 
healthy forests. We believe that natural areas are vital to sustaining air quality, improving public health, 
providing New Yorkers with access to nature, and strengthening our communities. Since 2019, we have 
also worked on a national scale, leading a network of representatives from cities across the U.S. to 
strengthen research, information sharing, and communication efforts to enhance the field of urban 
forest management. For more information about our work, please visit naturalareasnyc.org. 

POSITION OVERVIEW 
The Finance & HR Manager is a new full-time role responsible for managing the fiscal operations of the 
Natural Areas Conservancy, including bookkeeping, grant budget tracking, producing regular financial 
reports for staff and board, overseeing the annual financial audit, and guiding the organizational 
budgeting and expense tracking process to meet our programmatic goals. This position will also serve as 
an HR coordinator between staff and our Professional Employment Organization (PEO). The Finance & 
HR Manager will work closely with the Natural Areas Conservancy’s executive team and report to the 
Deputy Director of Programs & Operations. 
 
MAJOR RESPONSIBILITIES 
Financial Management - 80% 
● Responsible for all day-to-day accounting tasks, such as journal entries, invoice and payment 

processing, monthly account reconciliations, cash forecasting, and payroll 

● Manage the organization’s annual budgeting process in coordination with Executive Director and 

Deputy Director of Programs & Operations 

● Develop regular reports and analysis, including key metrics reports and budget monitoring 

● Track grant budgets and create financial reports for institutional funders; consult on the creation of 

budgets for new grant applications 

● Coordinate with external audit firm to produce annual audited financial statements 

● Liaise with Development staff to ensure accurate and timely grant budget reporting and to inform 

fundraising needs 

● Enhance and develop policies and procedures, and ensure strong internal controls throughout the 

organization 

● Ensure financial instruments are invested in accordance with the Investment Policy 

● Prepare monthly, quarterly, and annual financial reports for the Board of Directors 

● Liaise with the Treasurer and  Finance and Audit Committee of the Board of Directors 

 



 
Human Resources Management - 20% 

● Manage HR administration (onboard new employees, collect performance evaluation documents, 

support HR inquiries to the PEO, as needed) 

● Identify, design, and implement new/enhanced HR processes 

● Liaise between the PEO and staff on relevant HR issues 

● Lead annual review of current and available PEO’s, assessing benefits and associated costs 

● Manage annual review of personnel manual and any required policy updates 

REQUIRED SKILLS/QUALIFICATIONS 
● 6+ years experience in similar finance and HR function 
● Bachelor’s degree in related field, preferably accounting or business administration 
● Experience with Quickbooks Online or similar accounting software 
● Knowledge of GAAP or nonprofit finance operations principals  
● Excellent problem solving skills 
● Detail oriented with high level of accuracy and data analysis 
● Proactive and team player 
● Demonstrable experience collaboration with senior or executive management 
● Demonstrable experience managing consultants including auditor and accountant 
● Strong verbal and written communication skills 
● Ability to multitask and prioritize tasks efficiently 
● Experience in MS Office Suite (Word, Powerpoint, Excel) and/or G-Suite 
● Demonstrated ability to manage multiple projects and competing deadlines 

 
PREFERRED SKILLS/QUALIFICATIONS 
● Experience with Raiser’s Edge or similar donor databases 
 
To apply, please submit a cover letter and resume to: jobs@naturalareasnyc.org and note the job title 
in the subject line. 
 
COMPENSATION & BENEFITS 
The Natural Areas Conservancy offers a competitive benefits package (medical, dental, 401k, PTO). The 
salary for this position is $75,000 annually. This full-time position is based on a 35 hour work week and 
will be remote until our facilities re-open, at which point it will be based on-site in our offices. 
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