Job Description
Position # 2000338

Position Title: Manager Operational Reporting (CYO-CCCSOC)

Directly Reports To: Associate Director of Budget and Compliance

Department: Administration
Status: Full Time (Exempt) Office:  Finance
Summary

The Manager of Operational Reporting (CYO - CCCSOC) is an integral member of the
Finance team working under the guidance of Associate Director of Budget and Compliance in
meeting the fiscal needs (compliance, budgeting and managerial reporting) of the Community
Outreach Services division. This position works in partnership and has an indirect reporting
relationship with the Executive Director of Catholic Charities Community Services of Orange
County (CCCSOC) and Department Director for CYO and extensive working relationships
with the Senior Manager of Operational Reporting and Program Directors.

The Manager of Operational Reporting must be a team player with good accounting, reporting,
computer, communication and analytic skills. The skills are required to support the CYO
division and CCCSOC to provide recommendations to improve the timely processing and
accuracy of financial and compliance reports, budgets, forecasts and data.

CYO provides a variety of youth activities throughout the 10 county region of the Archdiocese
of New York. In Orange County, CCCSOC provides Chemical Dependency, Social Services
and operates and Early Learning Center. These programs are funded through a variety of
Federal, State, County and City agencies. The major contract is Chemical Dependency, which
is primarily funded by OASAS.

Duties and Responsibilities:
To successfully discharge the following responsibilities:

1. Operational & Compliance Reporting — consists of timely and accurate filing of compliance
reports for contracts and grants as well as monthly, quarterly and annual financial
performance reports, including narratives. The nature of the compliance reporting activities
includes requests for advances of funds, claiming or reporting forms (including deficit
financing), Consolidated Fiscal Report (CFR).

2. Transaction Reviews — Working with program staff, these positions will he responsible to
review and ensure transactions are being recorded properly. This includes accounting for
time allocations among contracts / grants and monitoring CYO program revenues and
expenses.

3. Development of Budgets & Forecasts-- Working with Executive Director and Program
Directors, the Manager will be responsible for compiling and preparing the CYO and



CCCSOC annual corporate budget and updating and analyzing forecasts throughout the year.
In addition, throughout the year, specific grants and contract budgets will be developed.

4. Quality Improvements — The Manager will be responsible to develop and make
recommendations, evaluate recommendations of others and implement agreed-upon solutions
to improve internal accounting / operating controls and efficiencies. This responsibility will
necessitate a close working relationship with both operating and other finance staff.

5. Special Projects, as required by Senior Management — The Manager will be asked to assist
in other projects for CYO and CCCSOC and other entities, as assigned by the Director of
Financial Operations, CCCS.

Significant Working Relationships:
Operating (primarily CYO and CCCSOC) entities, departments and staff, corporate
departments (CFO, Human Resources, Compliance group and Controller’s group) and
contracting agencies.

Supervisory Responsibilities:

Yes X No How many people 1 Operational Accountant

Quialifications:

1. Good contract compliance and general ledger analysis experience with the ability to
analyze financial data, prepare financial reports and pay attention to detail. Good skills
in analyzing problems, and developing and implementing solutions (including written
procedures). Ability to prioritize and complete tasks on a timely basis with minimal
supervision in a fast paced environment

2. Good professional written and verbal interpersonal and communication skills - ability to
relate and clearly communicate with operating management, financial staff and other
departments.

3. This is normally acquired though a combination of an Accounting Degree in accounting
at least four years related experience including submissions of vouchers and claims,
especially for NYS agencies (CFR and deficit financing background a plus).

4. Strong computer skills with knowledge of Microsoft Office, and enterprise-wide
accounting applications (Lawson Financials experience a plus).

5. Work requires a strong work ethic and exhibiting a sense of urgency in completion of
tasks, willingness to work a flexible schedule, including evenings and occasional
weekend work and a commitment to the mission of Catholic Charities.

Date: November 20, 2009



