FINANCE MANAGER
About the
Legal Aid
Justice Center

The Legal Aid Justice Center is a nationally recognized, non-profit organization that partners
with communities and clients to achieve justice by dismantling the systems that create and
perpetuate poverty. Justice means racial justice, economic justice, and social justice.
Founded in 1967, LAJC provides services in four program areas: Civil Rights & Racial Justice,
Economic Justice, Youth Justice, and Immigrant Advocacy. Operating out of four physical
offices in Charlottesville, Richmond, Petersburg, and Falls Church, LAJC boldly tackles issues
of systemic injustice and aims to raise public and policymaker awareness of some of the
most pressing challenges facing low-income Virginia residents. For more information, visit
www.justice4all.org.

About the
Position

LAJC is seeking a Finance Manager (FM) to join our 65+ employee organization. This position
will be based in the Charlottesville office and will report to the Director of Finance &
Operations. This position is extremely important to the financial health of the organization
and will work closely with upper management.
The FM’s primary responsibilities will include:
• Management of all accounting functions and staff – accounts payable, accounts
receivable, electronic banking, monthly reconciliations, close month end books.
• Prepare financial statements for review by the Board of Directors.
• Preparation and management of annual audit.
• Manager of all insurance policies.
• Carry out guidelines of board approved Investment Policy
• Prepare fiscal year detailed budgets and corresponding cash flow budgets, to be
presented to the Board of Directors for approval.
• Manager of all payroll functions. Administrator of all benefits.
• Produce budgets for grant applications. Prepare financial reports and invoices for
grants.

Required
Qualifications

• Degree in Finance or Accounting or related field, or equivalent experience; CPA
certification a plus.
• Minimum of 5 years’ accounting experience, 7+ years preferred.
• Sophisticated understanding of day-to-day accounting processes, general ledger work
and detailed budget processes.
• Commitment to LAJC’s mission to partner with communities and clients to achieve
justice by dismantling the systems that create and perpetuate poverty.

Preferred
Qualifications

•
•
•
•

Experience with QuickBooks.
Experience with Microsoft Office 365 including SharePoint and Teams.
Experience implementing budgets to departments and tracking of expenses.
Experience with change management.

123 E. Broad Street, Richmond, VA 23219 • (804) 643-1086
6066 Leesburg Pike, Suite 520, Falls Church, VA 22041 • (703) 778-3450

237 North Sycamore Street, Petersburg, VA 23803 • (804) 862-2205
1000 Preston Avenue, Suite A, Charlottesville, VA 22903 • (434) 977-0553

Location

Charlottesville, VA. Please note: LAJC employees are working remotely through July 31,
2021. We are eager to provide a welcoming virtual environment for all who apply. If you
have any questions or concerns about our remote work policies, please contact Kyna Thomas
at hiring@justice4all.org.

Salary

Salary range is $60,000 to $85,000 based on experience and LAJC’s salary scale.

Benefits

Exceptional fringe benefits include generous leave, health, dental and vision insurance,
403(b) retirement plan, and a personal professional development budget.

Application
Instructions

Email a cover letter, resume, and three references to Kyna Thomas, Director of Finance &
Operations, at hiring@justice4all.org. If you’re able, please submit your application as a
single PDF titled “[date submitted in yyyy.mm.dd format] [last name][first name][position
sought].” Please include “Finance Manager” in the subject line.
Questions? Contact Kyna Thomas at hiring@justice4all.org.
The Legal Aid Justice Center is an equal opportunity employer, committed to inclusive hiring and
dedicated to diversity in our work and staff. We strongly encourage candidates of all identities,
experiences, and communities to apply. The Legal Aid Justice Center is committed to strengthening the
voices of our low-income clients, working in collaboration with community partners, and rooting out
the inequities that keep people in poverty. We strive to take on the issues that have broad impact on
our client communities and to be responsive to client input. Recognizing the particular impact of
racism on our clients and staff, we devote special attention to dismantling racial injustice. All
applicants must be dedicated to working in and sustaining an environment that enables staff and
clients to feel empowered, valued, respected, and safe. In reviewing applications, we look for evidence
that applicants have experience and/or thoughtfulness in working with traditionally marginalized
populations.

