
 

Fiscal Manager 
January, 2014 

 

 

SALARY  

$52,000 - $57,000 Annually 

Invista Performance Solutions (Invista), a self-sustaining business partnership of Northwest Colleges is 

seeking a Financial Manager to join our team.   Invista provides leading edge corporate education 

solutions for Washington State employers.   This is a state agency position in a revenue generating 

enterprise. The Financial Manager is responsible for  recommending, implementing, and ensuring 

excellent, efficient, and timely financial management and customer service for a variety of funding 

sources, including state, federal, gift and self-sustaining funds.  The successful candidate is skilled at 

developing and maintaining fiscal operations and works well with others within a fast paced and 

customer focused environment.  

 

RESPONSIBILITIES 

Reporting to the Global Solutions Officer, the Financial Manager will manage the financial accounting, 

budget development and day-to-day fiscal operations for Invista. This position is responsible for 

preparing monthly budget reports, budget reconciliations, Accounts Payables and Accounts Receivables, 

ensuring financial resources supported by a variety of fund sources are used efficiently. The Financial 

Manager will oversee fiscal operations in compliance with Tacoma Community College, state and federal 

policies, and for reviewing and approving daily financial transactions under established internal and 

external deadlines.  Additionally, the Financial Manager will collaborate with the Business Officers of 

General Partner Colleges to continuously improve Invista’s fiscal operations.  

ESSENTIAL FUNCTIONS 

 Develop and maintain a comprehensive understanding of Invista products, services and 
operations.  

 Maintain all financial accounts and records, reconcile fiscal statement; investigate and correct 
errors to ensure compliance with established policies and procedures. 

 Develop and manage budgets and prepare monthly budget reports for a variety of funding 
sources. Prepare fiscal reports such as income statement, cash flow statement, balance sheet, 
budget summary, fund balance and maintain internal ledger accounts and analyze fiscal data. 

 Research and retrieve historical financial reports for planning budgets and contract proposals 
and work with team to prepare and finalize budgets for new proposals. 

 Interpret financial data and communicate financial information to supervisor and team including 
actual performance in comparison to revenue goals, identifying and determining budget 
variances, and recommending course of action. 



 Develop fiscal procedures to guide and inform decision making including data that are provided 
weekly and monthly to supervisor and then disseminated quarterly to General Partner Colleges.  

 Maintain Accounts Payables and Accounts Receivable systems and reconcile with financial 
system of fiscal agent.  

 Prepare, maintain, audit and verify documents such as contracts, interagency agreements, 
payment vouchers, voucher distributions, purchase requests, budget transfers, and payroll 
forms for processing by fiscal agent. 

 Lead the year end close of all financial accounts for Invista, coordinating the submission of year 
end documents (AR/AP) between Invista and fiscal agent. 

 Routinely monitor payroll expenses and reconcile Invista payroll reports.  

 Ensure good customer service for internal and external clients. 

 Supervise contract management including timely awarding and monitoring of performance.  
Provide supervisor and management status reports to ensure services comply with contract 
scope and performance period.  

 Routinely evaluate fiscal operations and make recommendations for improved financial 
management of budgeting and auditing functions. 

 Use word processing, graphic, planning and spreadsheet software to prepare and generate fiscal 
reports, spreadsheets, databases, correspondence, forecasts and other financial documents to 
support Invista. 

 Serve as liaison with the fiscal agent to ensure efficient and effective day-to-day financial 
operations, budget development, reporting, monthly reconciliations and closeout activities.  

 This position requires local travel. 

 Perform other duties as assigned. 

MINIMUM QUALIFICATIONS 

 Bachelor’s degree in accounting, finance or closely related field from an accredited college or 
university. 

 Three (3) years of full time equivalent (FTE) management experience in accounting, including areas 
such as financial analysis, operational support or closely related experience.  

 Intermediate skill and experience with Microsoft Office tools (PowerPoint, Excel, Word, Outlook, 
Publisher and Access). 

 Experience using automated accounting software. 

 Knowledge of basic business principles.  

PREFERRED QUALIFICATIONS 

 Two (2) years of experience in a corporate setting including project management experience. 

 Two (2) years of leadership and supervisory experience in developing and directing the work of a 
team of professional staff. 

 Certified Public Accountant. 

 One (1) year experience working in a state agency. 

 

CONDITIONS OF EMPLOYMENT 

 Successful completion of a criminal history background check. 



 

THE SUCCESSFUL CANDIDATE MUST DEMONSTRATE 

 Ethics, integrity, and sound professional judgment 

 Ability to work in a fast-paced environment and effectively manage workload with multiple time 
constraints and deadlines 

 Ability to work as a leader in a collaborative environment, build consensus and promote the 
exchange of information among team members and external units 

 Ability to interface and stay poised when dealing with and presenting to a broad array of audiences 

 Excellent written, oral, presentation, facilitation, negotiation and interpersonal skills 

 Strong analytical, problem solving, critical thinking, organizational, and project management skills 

 An appreciation of diversity and the benefits of a commitment to cultural awareness and sensitivity 
in the workplace 

 Ability to assess talent, manage people and motivate others 

 Strong interpersonal skills that minimize potential conflict and maintain good working relationships 
among internal and external customers 

 Experience working effectively with team members and with team development 

TERMS OF EMPLOYMENT 

This is an at-will, exempt professional position renewed on an annual basis. The salary range for this 
position is $52,000 - $57,000 annually DOE/DOQ. Degrees must be from accredited colleges or 
universities recognized by the U.S. Department of Education and verified by official transcripts. 

SELECTION PROCESS 

All complete applications received by the guaranteed consideration date will be reviewed by a screening 
committee. Selected candidates will be invited for interview. All documents submitted as a part of your 
application package become property of the college and will not be returned.  
 


