
   

Director of Finance and Administration 
BACKGROUND  
Soar Detroit is a reading literacy tutoring ministry. Beginning in 2005 with one after-school 
program, Soar Detroit has now reached over 1800 students in after-school and in-school settings. 
On average, students have historically improved two grade levels or more in just 26 weeks of twice-
weekly tutoring. Recent literacy statistics show that only 1/10 of Detroit third graders are reading at 
or above their grade level – and that was before COVID-19 learning loss. We are building a world-
class team that will join us in partnering with volunteer reading mentors, the Church in Detroit, and 
local schools to address literacy crisis in Detroit. By 2030, our goal is helping 800 students per year 
achieve proficiency in reading. 
 
CURRENT CONTEXT  
Soar Detroit volunteer reading mentors provide 1:1 tutoring to elementary school students in 
Detroit using customized lesson plans prepared by caring, dedicated educators. Due to the COVID-
19 pandemic, Soar Detroit is moving from in-person to online tutoring via videoconferencing.  
 
POSITION SUMMARY  
Soar Detroit seeks to hire a Director of Finance and Administration. The role entails leading the 
organization’s business operations including Finance, IT, and Human Resources. 

 
RESPONSIBILITIES  

• Financial 
o Interface with the contracted accounting firm on financial items including payroll, 

taxes, budget, and grant/donation tracking 
o Prepare annual budget in conjunction with the leadership team  
o Review financial reports/status regularly 
o Review and approve expense reports 
o Record income and provide tax receipts to donors 
o Make payments to suppliers  
o Oversee completion of tax related items, e.g., tax returns, employment taxes, etc. 
o Manage process of grant submission and reporting 

• Data Management and Reporting 
o Serve as administrator for the CRM database including managing users, creating 

reports, and basic customization 
o Train team members to use the CRM database 

• Website 
o Maintain website, working with contract or volunteer website designers as needed 
o Make updates to website such as adding forms or basic design changes 

• Human Resources 
o Lead the hiring process in conjunction with the leadership team including assessing 

staffing needs, developing job descriptions, recruiting, interviewing, and onboarding 
o Develop and ensure execution of HR policies and processes 



   
QUALIFICATIONS 

• Experience in business, nonprofit, or ministry operations [Preferred - a minimum of 3 years] 

• Proficient in MS Office, videoconferencing, and e-mail marketing applications 

• Experience using CRM databases [Preferred] 

• Bachelor's Degree in Business Administration, Nonprofit Management, or relevant field 

• Understanding of financial principles 

• Experience in managing an organizational budget/finances [Preferred] 

• Excellent written and verbal commination skills 

 
PROFILE  

The ideal candidate is:  

• Passionate about literacy, believes strongly in the vision and mission of Soar Detroit, and 
embodies the values of the ministry.  

•  Known for serving others with grace and patience.  

• One who values excellence in products, processes, and organizations, and consistently strives 
for improvement in results.  

• A consistent worker who sees projects through to their completion with minimal supervision.  

•  A strong communicator with exceptional interpersonal skills.  

 
Reporting Relationship: This position reports to the CEO, Matt Mancinelli  
  
Employment status: Full-time salaried position. Benefits include an employee sponsored Health 
Reimbursement Account (HRA) which covers up to $10,000 annually and 3 weeks of paid time off 
annually.  
  
Interested candidates should submit a resume and cover letter to Regina Himmelspach, 
regina@soardetroit.com.  
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