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POSITION: Finance & Data Analyst
LOCATION: Philadelphia, PA

AGENY OVERVIEW AND JOB DESCRIPTION - Big Brothers Big Sisters Southeastern PA is the largest BBBS agency in the State, and fourth largest in the nation; with a current annual budget of $4.3 million dollars. As a progressive organization, we place great value on continuous improvement and staff engagement as we strive to provide quality “one to one” mentoring services to youth. BBBS SEPA has a wide service area, with four offices operating in Philadelphia, Delaware, Chester & Montgomery Counties. The current position will provide evaluative support to the entire organization via high level business, financial and data analysis; budget preparation; program performance evaluation; and benchmarking analysis.
JOB RESPONSIBILITIES - the Finance & Data Analyst reports directly to the VP of Administration and is responsible for data analysis and research, financial reporting, budgeting, analysis of performance results and overall agency metric tracking. The person is also a contact for many internal and external customers such as donors, clients and staff members; and will have full responsibility for all Program results and impact reporting across the agency.

The Finance & Data Analyst will be responsible for the following functions within the Agency:


Financial Reconciliation and Reporting: working in tandem with the Accounting Specialist, reconcile all monthly and annual financial data and statements; prepare and distribute monthly and annual variance reports; aid in annual audit preparation via the creation and/or updating of financial utilization reports; and create, maintain and distribute statistical and evaluative tools for Agency members as appropriate. 
Grant Budgeting, Utilization Tracking & Reporting: support the Fund Development division through the creation of grant and funding application budgets; expense utilization tracking (both via the Grant Management database and individually created tools); and scheduled reporting to funders as required. 
Program Data Analysis and Reporting: manage the collection and analysis of statistical performance data for measurement and outcomes analysis and reporting; oversee the preparation and distribution of daily program reports; and aid in creating new measures of success that will help define and effectively communicate the Agency’s community impact and strength of service. 
JOB QUALIFICATIONS

Academic: minimum - Bachelor’s degree required

Professional:  three to five years in the field of financial and/or data analysis is required

Personal Attributes: Extremely well organized with strong communications skills; excellent math skills, able to prioritize and effectively respond to staff and agency needs; able to manage and perform in pressure situations; a self starter, able to effectively problem solve; able to provide excellent service to our internal customers as well as our external partners.

Compensation: Commensurate with experience

APPLICATION INSTRUCTIONS

Cover letters, resumes and salary history can be E-mailed to CRivera@bbbssepa.org, or faxed to (215) 790-1465, attention C. Rivera. Note: only applicants believed to be viable candidates will be contacted. No phone calls please.
