
PACIFIC CENTER FOR HUMAN GROWTH
Founded in 1973, Pacific Center is the oldest LGBTQIA+ center in the Bay Area, the third oldest in the
nation, and operates the only sliding scale mental health clinic for LGBTQIA+ and QTBIPOC people
and their families in Alameda County. Pacific Center offers low cost individual, couples, and family
mental health services; HIV support services; peer support groups; and vibrant youth and older adult
programs.

POSITION TITLE: Finance Manager

JOB DESCRIPTION: The Finance Manager (FM) is responsible for managing the financial activities of
Pacific Center (PC), including financial analysis and planning, accounting operations and reporting,
budgeting and external audits. They/she/he will help streamline PC’s financial policies and procedures in
collaboration with the Executive Director (ED) and Operations Manager (OM). In addition, the FM will
be responsible for ensuring legal and regulatory compliance of the agency’s financial functions, and act as
the primary interface with external parties regarding financial matters.. This position reports directly to
the ED.

PRIMARY RESPONSIBILITIES
● Process bills and pay vendors and contractors on a timely basis
● Track restricted and unrestricted funds to ensure accurate expenditure and reporting
● Track clinic income
● Generate monthly financial reports for ED and Board of Directors
● Generate monthly budget to actuals tracking reports for program managers and directors
● Track variances from the budget and report issues to the ED
● Prepare monthly invoices for major contracts/grants
● Prepare budget reports for all contract and grant reporting deadlines
● Prepare contract and grant final budgets/modifications
● Prepare program budgets for RFP submissions and foundation proposals
● Reconcile bank accounts with invoices, donations, and sources of income
● Assist with tax related issues such as State exemption filings, year-end preparation of 1099’s, and

assist outside accountant with Form 990
● Manage the production of the agency’s annual FY budget and forecasts in collaboration with the

ED.
● Manage the annual audit process, ideally in September
● Additional duties as assigned by the ED



DESIRED QUALIFICATIONS & COMPETENCIES
● Bachelor’s degree in finance, accounting or related field and a minimum of 3 years of relevant

experience.
● Demonstrated progression in financial leadership, with at least three years of experience

managing the finances of a $1+ million nonprofit organization, preferably with a mix of funding
streams

● Self-directed with the ability to prioritize multiple tasks and balance day-to-day tasks with
strategic, long-term goals and timelines

● Adept at presenting complex financial information in a clear manner to board members, senior
management, staff members and others.

● Excellent written and verbal communication skills with the ability to communicate with a variety
of stakeholder groups and diverse populations

● Experience with equitable budget development and collaborative budgeting process
● Ability to operate with integrity and in alignment with Pacific Center’s mission and values
● Experience in accounting/bookkeeping
● Fluency in accrual accounting
● Experience with Quickbooks
● Proficiency in Microsoft Excel and Google Docs
● Non-profit and/or clinical setting experience, preferred
● Familiarity with MediCal billing and claim resolution, preferred
● Familiarity with Alameda County contracts and reporting requirements
● Familiarity with City of Berkeley contracts and reporting requirements

Hours: Full-Time, 32 hours per week | Compensation: $65,000 - 70,000 DOE

Benefits include:
● This is a salaried, exempt position
● Full health Benefits (medical, dental, vision) for employee
● 20 paid holidays, 3 weeks of paid vacation and paid sick leave

HOW TO APPLY
If you are interested, please send a resume and cover letter to Noah Gaiser, Development & Operations
Manager, noah@pacificcenter.org. In the subject line, include “Finance Manager.”



More About the Center: Pacific Center for Human Growth is an equal opportunity employer.
Pacific Center for Human Growth is a 501(c)3 non-profit organization and an equal opportunity
employer. All qualified applicants will receive consideration for employment without regard to sex,
gender identity, sexual orientation, race, color, religion, national origin, disability, protected Veteran
status, age, or any other characteristic protected by law. We also consider qualified applicants
regardless of criminal histories, consistent with legal requirements. QTBIPOC and LGBTQIA+ and
Multilingual candidates are especially encouraged to apply.

Our Vision: The Center envisions a safer and healthier future for the LGBTQIA+ community and
its allies. The Center fosters and enhances the well-being and self-respect of diverse Lesbian, Gay,
Bisexual, Transgender, and Queer, youth, seniors, adults, and families through the delivery of
LGBTQIA+ proficient mental health and wellness services, and through the training of a strong and
inclusive community of LGBTQIA+-proficient mental health care professionals.

Our Mission: To enhance the mental health and overall well-being of the LGBTQIA+ and QTBIPOC
communities by providing culturally responsive therapy, peer to peer support groups, community
outreach services, and facilitated workshops. To incorporate strong social justice and trauma-informed
frameworks in our clinical training and peer-to-peer support programs that contribute to equitable mental
health service delivery. To provide the most comprehensive care possible for all who seek our services.

Diversity, Equity and Inclusion Vision: For Pacific Center, mental health and social justice are
inextricably intertwined. We imagine a world in which everyone has access to culturally responsive care.
Because we are committed to diversity, equity and inclusion as core principles that guide all aspects of
our work, we strive to address the deeply entrenched practices, cultural norms and decision making
structures that perpetuate inequities within the mental health and social support systems. We know that
unraveling the systemic oppression of marginalized groups requires an undaunting commitment to
sustained self-reflection that leads to action. We have made mistakes in the past, and will continue to
make mistakes on this journey. We strive to continually learn and to adapt in ways that center and uplift
the LGBTQIA+ community at large; specifically QTBIPOC folx, at the intersections of race, age, class,
religion, ethnicity, ability and diverse gender identities.

Values Statement:
● Accountability: We take responsibility for all aspects of our work, as well as the ways in which

we interact with each other, our clients, and our volunteers. We know that accountability is the
cornerstone of growth.

● Transparency: We believe that open, honest communication in all aspects of our work fosters a
culture of safety, trust, and commitment. We understand these elements lead to success.

● Responsiveness: We strive to meet the needs of all members of our community with cultural
humility, inclusivity, and representation. We take a learner’s stance in our work.

● Accessibility: We are committed to making our mental health and wellness services available to
clients with diverse physical and cognitive needs. We honor the uniqueness of each individual.

● Collaboration: We work together to support our colleagues and the missions of other social



service organizations. We value community, and respect all voices and perspectives.


