
 

 

Chief Financial Officer 
 

 

The Friends of the North Carolina Museum of Natural Sciences (Friends) is a 501c3 non-profit 
organization whose mission is to support the North Carolina Museum of Natural Sciences 
(Museum), a division of the State of North Carolina s Department of Natural and Cultural 
Resources.  The Friends’ most critical role is as fiscal agent, supporting the Museum in areas of 
revenue generation, earned and unearned, and playing a fiduciary role in the management of 
that revenue and surplus balances. 
 
The Chief Financial Officer (CFO) reports to the Friends Executive Director and is a critical senior 
leadership role within the Friends and Museum complex.  Within Friends, the CFO leads all 
financial, accounting and investment activities, and is responsible to ensure all reporting, both 
internally and externally, is timely and accurate, and that there is excellent financial 
transparency for other important stakeholders, such as the Friends Board of Directors, the 
Museum leadership team and the community, instilling confidence in the institution at every 
level.   The Friends CFO is also a member of the Museum’s senior leadership team and supports 
the Museum Director in their strategic planning efforts, contributing thought leadership to 
ensure the Museum’s long-term financial stability and propel it to a ‘best in class’ Natural 
Science Museum within the United States and abroad.   
 
This is an exciting time to be joining the Friends/Museum family.  New Museum leadership is 
bringing fresh thinking about how our almost 150-year-old Museum can further expand and 
elevate the support of our scientists and the residents of North Carolina.  As well, we are only 
months away from publicly unveiling our Dueling Dinosaurs experience which will provide the 
public free access and an opportunity to interact with working Paleontologists in the new state-
of-the art SECU Dino Lab.  Soon visitors will be exploring and learning about these Triceratops 
and tyrannosaur fossils and how these creatures met their demise 67 million years ago.  The 
unveiling of this experience in April 2024 caps off a multi-year capital campaign led by the 
Friends organization to purchase these amazing fossils and support the State’s continued 
investment in the Natural Research Center within the Museum complex. 
 
Key Relationships:  
• The CFO reports directly to the Friends Executive Director and works collaboratively across 

the entire Friends organization. 
• The CFO leads the Friends Finance team and ensures they are getting the support they need 

to be successful in the day-to-day operations and reporting of Friends and the Museum.  



• The CFO collaborates directly with the Museum Director to support their strategic and 
financial planning efforts and liaises with other areas of the Museum as necessary to ensure 
their financial information needs are met in a timely and accurate basis. 

• The CFO liaises with the external auditors and ensures the organization is prepared for the 
annual external audit process. 

• The CFO liaises with the Board Treasurer, the Board Finance and Audit Committee and the 
full Board to ensure their financial reporting needs are met in support of their governance 
and fiduciary responsibilities. 

• The CFO liaises with the banking and investment third-party relationship managers to 
ensure that there is good transparency on funds balances and performance. 

 

Key Job Functions 
Financial Accounting, Planning and Reporting 

• Develops and monitors the implementation of long-range financial plans in conjunction 
with the Friends leadership and the Board, including establishing key financial 
benchmarks and establishing plans and setting targets for organizational growth in areas 
of earned income (ticketing retail, food services and rentals) and unearned income 
(donations and endowments); 

• Supervises Friends Finance staff which execute the day-to-day transactions required to 
provide a robust financial operations function including maintaining systems for account 
balances, operating transactions and supporting records (Balance Sheet, Income 
Statement, and supporting documentation); 

• Maintains financial records for Friends and Museum accounts in a manner that 
facilitates management reporting; 

• Prepares monthly and quarterly financial reports and financial analysis for the Board 
and Friends/Museum management for areas which the Friends organization provides 
financial administration; 

• Assists the Board Treasurer with financial reporting at Board and other meetings, 
including presenting key financial artifacts which require Board approval, including the 
annual budget, audited financial statements and Form 990; 

• Coordinates and leads the external audit preparation process to ensure the auditors can 
complete the audit in a timely and efficient manner; serves as the primary liaison for 
external auditors; 

• Develops, implements, and ensures compliance with internal financial and accounting 
policies and procedures and state and federal regulations including mandatory 
compliance filings; 

• Ensures bank and investment accounts are reconciled and reviewed monthly; 



• Ensures all month-end accounting entries and transactions are completed and reviewed 
in a timely manner; 

• Works collaboratively with Friends staff on daily finance and accounting activities.  

• Oversee the bookkeeping function including maintenance of the general ledger, 
accounts payable, accounts receivable and grant draw downs; and 

• Develops and implements policies and procedures to ensure adequate system of 
internal controls for all finance functions. 

 
Budget Preparation and Financial Oversight 

• Establishes financial benchmarks as input into the overall budget process; 

• Establishes and communicates guidelines for the annual bottom-up budget preparation 
process;  

• Plays a robust challenge function to ensure the budget is sufficiently challenging but 
achievable; 

• Compiles the aggregate budget in consultation with the Friends/Museum leadership and 
Treasurer; 

• Presents the Budget for annual approval to the Board of Directors 

• Assists Friends and Museum staff with the preparation of budgets for funding 
applications; and 

• Monitors the budget and provide budget variance reports monthly or as requested by 
the Executive Director. 

 
Payroll and Human Resources and Insurance 

• Serves as primary liaison with payroll and insurance providers to ensure that employees 
are paid in a timely and accurate manner; 

• Works with the payroll and benefit providers and, when appropriate, recommend, 
implement and manage Friends of the Museum insurance and benefits including 
employee health insurance, employee retirement plans, liability insurance, property 
insurance and directors and officers insurance. Regularly review the benefits program 
and insurance needs. 

 
Internal Controls/Business Resilience 

• Ensures a robust program of dual controls are in place and executed; 
• Ensures a business resiliency plan is in place (and tested regularly) for key functions to 

minimize failure risk (including key man risk) or loss of critical operational knowledge 
with planned and unplanned staff turnover or other unplanned business interruptions. 

 
 



Contract and Grant Management 

• Collaborates with the Museum Grants Manager to manage Federal, State and Private 
grants, including but not limited to contract review, approval and monitoring; budget 
development and monitoring; disbursement control; disbursement tracking; 
collaboration with applicable Museum and Friends staff; and required financial and 
government reporting. 

 
Administrative 

• Evaluates and advises on the need for new technology to meet the organization’s 
financial data processing, control, and reporting requirements; 

• Creates, implements, and oversees policies and procedures for bookkeeping, 
accounting, purchasing/procurement, reimbursements, risk management, and other 
fiscal functions; 

• Advises the organization’s leadership on appropriate organizational and directors 
insurance coverage. 

 
Minimum Qualifications 

• Bachelor’s degree in accounting, finance, business, or related field.  CPA designation, 
while helpful, is not required if the candidate has the appropriate experience; 

• Knowledge of generally accepted accounting principles and legislation affecting 
nonprofits is critical; 

• A minimum of ten plus years of directly relevant experience, preferably leading a 
finance function in another non-profit with an annual operating budget of $10 million or 
greater; 

• Experience working with accounting systems, payroll systems, and government financial 
reporting portals (Abila MIP Fund Accounting and Paychex experience beneficial) 

• Ability to effectively communicate financial information and concepts to a variety of 
audiences; 

• Preferred qualifications: Experience with establishing and growing endowments and 
beneficiary giving programs, including philanthropic documentation, accounting, and 
reporting requirements. Experience with Federal Government grants, development and 
administration experience; 

• Strong leadership, strategic and communication skills related to finance, investment and 
general administration. This role will regularly interact and make presentations to senior 
management within the Museum/Friends organizations including the Friends Board of 
Directors; 

• An ability to operate at the big picture strategic level and a willingness to roll up their 
sleeves and get into the operational weeds if success requires it; 



• A strong team player that is comfortable navigating organizational complexities and 
stewarding diverse stakeholders through organizational change; 

• Strong financial operations experience is essential; 

• Strong day-to-day accounting operations experience and ability to work with staff at all 
levels to incorporate best financial practices into their procedures; 

• Demonstrated success in working collaboratively as a member of a team and developing 
effective working relationships with Board members and both Friends and Museum 
staff. 

 
Starting Salary:  $110,000 – 150,000 
 
To apply for this position, send cover letter and resume in one document to 
friends.hr@naturalsciences.org 
 

Friends of the NC Museum of Natural Sciences is an Equal opportunity/Affirmative Action 
employer. All qualified applicants will receive consideration for employment without regard to 
sex, gender identity, sexual orientation, race, color, religion, national origin, disability, protected 
veteran status, age or any other characteristic protected by law. 

mailto:friends.hr@naturalsciences.org

