
Job opening: Finance and Operations Manager
Illinois Valley Community Development Organization (IVCanDO)
Cave Junction, OR

Do you love numbers, organization, and the Illinois Valley? You could be the ideal candidate to be
IVCanDO’s Finance and Operations Manager. After years of loyal service, our office manager and
bookkeeper is looking forward to retirement. We are seeking an employee who embodies the “can do”
attitude to keep excellent bookkeeping records, oversee office operations, and maintain Revolving Loan
Fund accounts.

IVCanDO is a 501(c)(3) non-profit committed to collaborative programs and inclusive partnerships. We
champion sustainable development for vibrant economic, social, and cultural conditions. For over 25
years, we’ve danced with the heartbeat of the Valley. We’re a big-picture organization with 7 program
areas that improve and change lives across communities of rural southwest Oregon.

The Finance and Operations Manager reports directly to the Executive Director and is encouraged to
share a leadership role in improving services and efficiency. This position collaborates with IVCanDO
staff, community partners, and funders. The staff member will work in a warm, respectful environment
with quality team players.

Must-haves:
● Quickbooks and bookkeeping experience
● Proficient computer skills (Google Apps, Paypal, online banking/bill pay, Zoom)
● Basic HR and payroll skills
● General office management skills (filing, account management)

Other skills that are beneficial:
● Experience with Loan management
● Nonprofit experience
● Website maintenance (Wordpress)

Position ranges from 25-32 hours per week. Benefits include vacation and paid time off. Flexible
schedule. Potential to work part-time from home. Pay ranges from $18-$23 per hour depending on
experience and availability.

The Illinois Valley Community Development Organization is committed to equal opportunity for all
persons regardless of race, color, national origin, religion, sex, sexual orientation, gender identity, age,
disability, or any other legally protected status.

Position is open until filled.

To apply, please send a cover letter and resume to Interim Executive Director, Lindsey B. Jones at
lindseyjones@ivcdo.org. Please call 541-592-4440 with any questions.
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