
 

Position: Finance Director 

Status: Part Time (Hybrid) 

VIRGINIA BEACH ART CENTER MISSION: 

The Virginia Beach Art Center offers an educational and supportive environment to inspire 
people of all ages and skill levels to experience, engage with and create art.  

PURPOSE AND PROGRAMS:  

Virginia Beach Art Center brings visual art, local artists and the community together to 
experience the richness that artistic expression brings to the human condition. Our main 
program areas are Exhibitions, Art and Pottery Classes, Educational Programming, Artists 
Gallery and Community Outreach.  

DESCRIPTION: 

The Finance Director is a senior leadership position responsible for the financial health, 
compliance and fiscal operations of the Virginia Beach Art Center. This role develops and 
manages the annual budget, oversees payroll and payment processing, monitors 
insurance coverage and renewals, coordinates tax and audit preparation with the 
organization’s CPA, and ensures compliance with nonprofit regulations and internal 
financial controls. The Finance Director works closely with the Executive Director and the 
Finance Chair of the Board to provide clear monthly financial reporting, analysis, and 
recommendations that support sound decision-making and long-term sustainability. 

DUTIES AND RESPONSIBILITIES 

General 

• Clear understanding and belief in the VB Art Center’s mission. 

• Bank Reconciliation: Match internal financial records with bank and credit card 
statements to identify and resolve discrepancies. 

• Compliance: Ensure financial data and processes comply with the Generally Accepted  

Accounting Principles (GAAP), and local, state and federal tax regulations. 



• Record Keeping: Accurately code and record financial transactions using QuickBooks 
accounting software. Maintain the general ledger, accounting records and supporting 
documentation. Organize receipts, invoices and physical copies of financial documents. 

• Payroll and Payroll Processing: Maintain accurate personnel information. Process payroll  

operations through QuickBooks Intuit. 

• Financial Reporting: Prepare and file basic financial documents, such as Statement of  

Financial Position, Statement of Activities (P&L) and other required reports monthly and 
annually.  

Annual: 

• Budgeting: Work with the Executive Director, Finance Chair and other designated people 
on the preparation of the operating budget. 

• Annual Reporting – Preparing all Financial Reports for the end of the year Board Meetings 
and the Tax Accountant. 

• Compliance: Ensure financial data and processes comply with the Generally Accepted  

Accounting Principles (GAAP) and local, state and federal tax regulations. 

• End of Year Tax : Assisting with information reports for tax returns. Works directly with the 
tax accountant. 

QUALIFICATIONS 

General 

• Clear understanding and belief in the VB Art Center’s mission. 

• Solid understanding of bookkeeping and Accounts Payable and Accounts Receivable 
Principles. 

• Associate’s degree in accounting, finance, business administration, or a related field 
required; Professional certifications (such as a Certified Bookkeeper credential through 
AIPB) are strongly preferred. 

• Minimum of 5 years of progressively responsible finance or accounting experience, 
preferably in a nonprofit organization. 

• Demonstrated experience with budgeting, payroll processing, accounts payable and 
receivable, and monthly financial reporting. 



• Knowledge of nonprofit accounting principles, internal controls, tax compliance, and 
financial reporting requirements. 

• Experience working with external accountants, auditors, and board finance leaders. 

• Proficiency in QuickBooks and Microsoft Office applications. 

Interpersonal 

• Strong analytical, organizational, and problem-solving skills. 

• High level of integrity, discretion, and attention to detail. 

• Ability to communicate financial information clearly to non-financial audiences. 

• Strong time management skills with the ability to meet recurring deadlines. 

• Collaborative approach and ability to work effectively with staff, leadership, and board 
members. 

• Commitment to the mission of a nonprofit visual art center and appreciation for the role 
of the arts in the community. 

WORK ENVIRONMENT AND EXPECTATIONS 

This position requires consistent accuracy, confidentiality, and responsiveness. The 
successful candidate must be able to manage multiple deadlines simultaneously, 
maintain accurate time and financial records and provide support for both day-to-day 
financial operations and long-range planning initiatives. 

The role requires strong organization skills, attention to detail, and the ability to work 
independently while maintaining effective communication with staff, leadership and the 
board of directors. Occasional evening attendance at Board of Directors or committee 
meetings may be required. 

Flexible work hours are available, and many responsibilities may be performed remotely 
from a home office. The position offers a balance of independent work and collaborative 
engagement in support of the organization’s financial and operational goals. 

To apply, email your resume to executivedirector@artcentervb.org 


