
 
 

        

Title:   Chief Financial Officer/Chief Operations Officer 
Reports to: Chief Executive Officer 
Classification:  Exempt, Full-time 
Pay Rate: $75,000-$95,000 annual salary 
 
SUMMARY 
As Denver's frontline anti-hunger organization, Metro Caring meets people’s immediate need for nutritious food while 

also sustainably addressing the root causes of hunger and poverty. Using a multifaceted approach, Metro Caring is 

innovative in how it solves problems related to hunger, with programming offered in Healthy Foods Access, Nutrition 

Education, and Self-Sufficiency.  

 
ESSENTIAL DUTIES AND RESPONSIBILITES 
The CFO/COO works closely with the CEO to carry out all financial and administrative functions of Metro Caring.  This is a 

career track position for a dedicated professional willing to take responsibility for the behind the scenes functions of this 

growing nonprofit. 

FISCAL MANAGEMENT 

 Design budgets, maintain financial records, and oversee fiscal accountability to ensure that Metro Caring 
maximizes its financial resources; 

 Oversee organizational bill paying, invoicing, QuickBooks entry and reporting and to include strategic dash-boarding; 

 Participate in setting financial and investment strategy to advance strategic goals;  

 Ensure compliance with grant contracts, IRS regulations and applicable financial management laws and regulations;  

 Organize records and materials for a cooperative and successful annual audit;  

 Support department heads and program managers in the creation and administration of their team budgets; and 

 Act as staff liaison to the Board Finance Committee. 
 
PERSONNEL ADMINISTRATION 

 Oversee HR assistant and support managers to maintain a diverse, professional workforce; 

 Ensure that personnel and agency policies/practices meet all applicable employment laws;  

 Monitor and modify pay and benefit structures to remain relevant and competitive in the workforces as needed;  

 Hire and supervise department staff; and 

 Oversee payroll production and other human resource functions for Metro Caring. 
 
GENERAL OPERATIONS AND ADMINISTRATION 

 Manage operational strategy and performance in line with organizational strategic plan; 

 Supervise and oversee Office Manager and all day-to-day operations; 

 Oversee technical support and planning for Metro Caring; and 

 Act in place of the CEO in her/his absence. 
 
RESOURCE DEVELOPMENT 

 Work closely with the Chief Development Officer and CEO to build and maintain a culture of philanthropy; 

 Work closely with Development Department to ensure accurate and up to date donor record keeping; and 

 Assist with the development annual Fundraising/Revenue Plan 
 
 



 
 

        

 
 
ASSET MANAGEMENT 

 Oversee management of assets in the organizational portfolio to ensure sound fiscal and physical practices and 
property maintenance; and 

 Direct property management in the timely completion and delivery of all necessary reports to funders. 
 
REQUIRED QUALIFICATIONS/SKILLS 
The ideal candidate will have the following qualifications: 
 

 BA in management, business, accounting, finance, public administration or related field; relative Masters degree 
strongly preferred 

 Minimum five (5) years experience in management, finance, nonprofit administration or related position 

 Minimum three (3) years experience with budgeting and financial management of budgets over $1,500,000 

 Proven track record of effective and efficient back of shop leadership 

 Experience working with a Board of Directors 

 Motivated, efficient and committed personality able to work independently 

 Cultural competence working with diverse people and teams 

 Passion for Mission 

 Detailed orientation 
 
Metro Caring offers a fulfilling workplace and comprehensive benefits package. 
• Join a passionate, enthusiastic and collaborative team 
• 120 hours per year of paid time off; paid sick leave; paid holidays 
• IRA retirement plan with an employer-paid match 
• Metro Caring pays 95% of the premium cost of employee health and dental plans 
 
 TO APPLY: Send cover letter and resume to job@MetroCaring.org. Include CFO/COO in subject line. Only those 

candidates who are selected for interviews will be contacted. 
No phone calls, please. 

 
Metro Caring is an equal opportunity employer. The organization is dedicated to the goal of building a diverse staff and 

we encourage applications from qualified individuals of all backgrounds. 
 


