
United Way of St. Clair County 
Finance Director 

2025 
 

The United Way of St. Clair County is a nonprofit with a mission to improve lives by 
mobilizing the caring power of community to advance the common good. Part of the 
United Way Worldwide system, one of the world's most recognized charitable brands, 
we envision a community in which all individuals achieve their full potential.  Locally 
operates with a small, but committed and energetic staff to raise funds, enhance 
collaborative efforts and coordinate projects that will benefit the provisions of human 
services throughout St. Clair County.  All positions are multi-function in nature and are 
interdependent in order to assure efficiency and cost effectiveness to donors.  Each 
employee has two levels of functions their primary responsibilities and support 
responsibilities in each of the remaining core business areas.  
 

The United Way is operated under the most stringent financial scrutiny and all staff 
members must be ever conscious of accountability and professional conduct.  All 
employees must be active contributing team players. 
 

Position reports to:   Executive Director 
Position title:    Finance Director 
Position definition:   Full time/Exempt. 

 

Primary Responsibility: Maintain financial records, reports and accounts 
 
Purpose: To provide accurate, accountable, ethical management of 
organizational finance transactions and records/reports.  To review, 
recommend and implement changes in processes and systems to maintain the 
highest levels of efficiencies and cost effectiveness within the organization. 
 

• Makes bank deposit slips daily and appropriately alerts staff responsible for 
physically making deposits. 

• Records all funds received and dispersed. 

• Prepare all billings, statements, and follow-up materials. 

• Run account payables check run and prepare all disbursements and 
allocations. 

• Prepare monthly and annual financial statements of all finances. 

• Runs Leadership thank-you letters/receipts as payments are received. 

• Maintain all records and files of financial transactions and supporting 
documentation. 

• Work with the Executive Director in preparation of the annual budget. 

• Maintain records on all reserve accounts and up-date Certificates of Deposit. 

• Maintain all campaign accounts and records. 

• Audits all Campaign Envelopes into Donation Tracker Software and verify 
accuracy as necessary. 

• Prepare IRS 990 and other tax forms. 

• Prepare all insurance audits and worker comp. requested by providers. 



• Apply for and maintain Solicitation License. 

• Work directly with auditor in preparation and presentation of the audit. 

• EFSP local board liaison. 
 

Support responsibilities by Core business area: 
 
To provide for consistent community messages through all aspects of organizational 
work and to assure accountability to policies. 
 
Organizational Performance 

• Prepare, set up and attend all Finance Committee meetings. 

• Provide support as secretary to the local EFSP Board with corresponding 
responsibilities, applications, and reporting processes. 

• Rotate and purge files per document destruction policies. 

• Submit reports as necessary to United Way Worldwide. 
 
Marketing 

• Provide finance information for Annual Report 
 
Campaign 

• Filing for raffle licenses as necessary 

• Campaign account liaison   
 
In conjunction with entire staff prepares for, works during and cleans up after all major 
events and activities.  And such other duties as assigned by the Executive Director. 
 
Minimum Requirements: Accounting/Bookkeeping Degree or equivalent experience, 
computer competence in Windows based programs. 
 



JOIN OUR TEAM 

 

 
 

LIVE UNITED 
Looking for a new career? * Looking for a change? * Check us out! 

We’re Hiring 

 
United Way of St. Clair County is looking for a full-time Finance Director. 

We are seeking an energetic person who has a passion for accounting. 

 

Description: To provide accurate, accountable, ethical organizational 

finance transactions and records/reports. Wadges dependent upon 

experience & education. Benefits: paid PTO/vacation, pension plan, 

healthcare, holidays.  

 

To apply for this opportunity please go to our website, uwstclair.org and 

click on the now hiring tab located at the top of the page. Look us up on 

Facebook, indeed, LinkedIn or Scan the QR code below. 

 
 
 
 
  
 
United Way of St. Clair County 
1723 Military St. 
Port Huron, MI 48060 
(810) 985-8169 ext. 118 
www.uwstclair.org 

        

 


