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WICHITA REGIONAL CHAMBER OF COMMERCE 
Vice President of Finance & Administration 

 
 

POSITION SUMMARY: 
Directs all administrative activities of the organization including preparation of current 
financial reports as well as summaries and forecasts for future business. Oversees 
accounting, payroll, technology, human resources and facilities management. 
 
REPORTS TO: 
President/CEO 
 
SUPERVISES: 
Director of Accounting, Accounting Clerk and Receptionist 
 
ESSENTIAL FUNCTIONS: 

1. Directs the preparation of financial reports, including income statements, balance 
sheets, tax returns and reports for government regulatory agencies. 

2. Oversees accounting functions, budget preparation, and audit functions. Meets 
regularly with staff and department heads to keep informed and to offer direction. 

3. Manages and coaches employees in administrative and finance functions, 
including hiring and employee development. 

4. Develops financial policies and procedures related to accounting, risk, tax, and 
financial management. 

5. Coordinates audits of company accounts and financial transactions to ensure 
compliance with state and federal requirements and statutes. 

6. Formulates risk management, tax and financial strategies.  
7. Reviews reports to analyze projections of revenue and profit against actual 

figures, budgeted expenses against final totals, and suggests methods of 
improving the planning process as appropriate. 

8. Confers with president and department leaders and stakeholders to coordinate 
and prioritize planning. 

9. Monitors cash, accounts receivable, investment and asset management 
strategies. 

10. Develops and maintains relationships with banking, insurance and non-
organizational accounting support to facilitate financial activities. 

11. Manages benefits administration and human resource functions. 
12. Provides oversight of technology systems, facilities management and payroll. 
13. Works regularly with stakeholders within the organization, including the Finance 

Committee, Board of Directors, business and community leaders. 
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QUALIFICATIONS: 
1. Bachelor’s degree in business administration, accounting, or finance 
2. Eight to ten years of experience in financial management with increasing 

responsibilities for multi-faceted direction and planning 
3. Knowledge of database and accounting computer application systems to supply 

the most accurate financial information 
4. Excellent verbal and written communication skills 
5. Excellent analytical and organizational skills 
6. Experience in financial management of multiple entities 
7. Experience with due diligence process and evaluation of business and financial 

initiatives 
 
PREFERRED QUALIFICATIONS: 

1. Master’s degree in business administration, accounting, or finance 
2. Management experience in not-for-profit industry  
3. Experience with management of database systems within membership 

organizations 
 
 
COMPETENCIES 

1. Enterprising – shows initiative and resourcefulness  
2. Innovative – provides forward looking solutions 
3. Change-oriented – leads proactive change efforts  
4. Critical thinking - uses logic and reasoning to identify solutions, conclusions or 

approaches to problems 
5. Analytical - considers relative costs and benefits of potential actions using logic 

and reason to choose most appropriate one 
6. Complex problem solving - identifies complex problems and reviews related 

information to develop and evaluate options and implement solutions 
7. Negotiation – manages interactions with others in order to bring them together to 

reconcile differences. 
 
 
SALARY/BENEFITS 

1. Salary commensurate with experience.   
2. Excellent benefits package.  Additional information available. 
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