JOB OPENING BOYS AND GIRLS CLUB OF BORDER TOWNS

The Boys & Girls Clubs of Border Towns

The Boys & Girls Clubs of Border Towns (BGCBT) is an intertribal 501(c)(3) nonprofit
organization dedicated to empowering and supporting youth across Maine's five federally
recognized Tribal Nations: the Passamaquoddy Tribe at Pleasant Point, the Passamaquoddy
Tribe at Indian Township, the Penobscot Nation, the Mi’kmaq Nation, and the Houlton Band of
Maliseet Indians.

Our mission is to provide safe, supportive environments where young people can learn, grow,
lead, and reach their full potential. Through caring mentors, educational enrichment, leadership
development, healthy lifestyle programs, cultural activities, and nutritious meals, we help youth
build the skills, confidence, and character needed for success in school, careers, and life.

A unique strength of the Boys & Girls Clubs of Border Towns is our ability to bring together
youth from different Tribal Nations and communities. Through shared experiences, leadership
opportunities, cultural events, and collaborative programs, young people build meaningful
relationships, learn from one another, and develop a deeper appreciation for the cultures,
histories, and traditions that connect and strengthen Maine's Tribal communities.

We believe that cultural identity is a source of strength. Our programs support youth in
developing pride in their heritage while encouraging respect, understanding, and collaboration
across Tribal communities. By fostering these connections, we are helping prepare the next
generation of leaders who will carry forward the values, traditions, and aspirations of their Tribal
Nations and communities.

As part of the Boys & Girls Clubs of America network, we combine the strength of a nationally
recognized youth development organization with the leadership, values, and cultural traditions of
the Tribal communities we serve. This partnership allows us to deliver proven programs while
remaining responsive to the unique needs and priorities of Maine's Tribal Nations.

Every day, we are investing in the next generation of leaders, strengthening relationships among

Maine Tribal Nations and communities, supporting cultural preservation, and helping build
healthier, stronger communities across Northern and Eastern Maine.
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Finance & Grants Director

FLSA Status: Exempt

Reports To: Chief Executive Officer (CEO)
Supervisory Responsibilities: None
Salary Range: $60,000 - $75,000

Position Summary

The Finance & Grants Director is responsible for overseeing grant administration, financial
reporting, budget monitoring, accounting functions, and compliance activities for the
organization. The position works closely with the Chief Executive Officer, program directors,
site directors, funding agencies, and auditors to ensure financial integrity, accountability, and
compliance with grant and regulatory requirements.

This position serves as the primary resource for financial reporting, grant tracking, budget
analysis, financial forecasting, and compliance monitoring. The Finance & Grants Director
supports leadership by providing financial information, assisting with long-range financial
planning, helping establish funding and fundraising goals, and monitoring financial performance
across multiple organizational locations and programs.

Work Location and Travel Requirements

This position is eligible for a hybrid or remote work arrangement, subject to organizational needs
and approval by the Chief Executive Officer (CEO).

The Finance & Grants Director is expected to maintain regular communication and collaboration
with organizational leadership, program directors, and site personnel across all organizational
locations. The position must be available to attend in-person meetings, training sessions, audits,
grant monitoring visits, and other organizational activities as required.

Regular travel to all five organizational locations is required to support financial oversight, grant
administration, compliance activities, reporting, data review, and organizational initiatives.

Residency within the State of Maine is desired. Residency within the organization's service area
is preferred.

Remote work arrangements may be modified or revoked based on operational needs,
performance considerations, or organizational requirements.
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Essential Duties and Responsibilities
Grant Management & Compliance (30%o)

o Oversee administration of all federal, state, Tribal, and private grants.

« Monitor grant expenditures to ensure compliance with funding requirements and
approved budgets.

o Prepare and submit financial reports required by funding agencies.

o Track grant budgets, deadlines, reporting requirements, reimbursement schedules, and
performance measures.

« Coordinate grant monitoring visits, audits, and financial reviews.

« Maintain grant files, financial records, and supporting documentation.

« Ensure compliance with applicable regulations, grant agreements, organizational policies,
and funding requirements.

Financial Reporting, Data Analysis & Multi-Site Monitoring (35%0)

e Prepare monthly, quarterly, and annual financial reports.

« Monitor financial performance, expenditures, and budget activity across multiple
organizational locations and programs.

e Review financial data submitted by site directors and program managers for accuracy,
completeness, and compliance.

e Analyze financial data and provide recommendations to leadership.

« ldentify spending trends, budget variances, and potential compliance concerns.

o Develop and maintain consolidated financial reports, dashboards, and performance
metrics.

« Monitor revenues and expenditures across all locations and funding sources.

« Develop and maintain standardized financial reporting procedures across organizational
locations to ensure consistency and accountability.

« Assist with the preparation of financial statements, audit schedules, and supporting
documentation.

« Maintain accounting and financial management systems, including QuickBooks or
similar financial software.

e Ensure the accuracy and integrity of financial records and reporting.

Budget Development & Monitoring (20%)

e Assist in the preparation of annual organizational budgets.

e Monitor budget performance across multiple locations, programs, and funding sources.

o Work with site directors and program managers to review expenditures, spending trends,
and budget variances.

« Prepare budget forecasts and financial projections.

e Support leadership in long-range financial planning and financial sustainability efforts.

e Assist leadership by providing financial data to support funding and fundraising goals.

e Provide comparative analysis of financial performance between locations and programs.
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Funding & Grant Support (10%)

Assist in identifying funding opportunities.

Support grant proposal development by preparing budgets and financial narratives.
Collaborate with program staff on grant applications and funding initiatives.

Assist leadership in tracking funding and fundraising goals.

Maintain relationships with funding agencies, grant partners, and financial stakeholders.
Support efforts to strengthen and diversify organizational funding sources.

Organizational Reporting & Administration (5%b)

Prepare reports for leadership, funders, auditors, and governing bodies.
Maintain financial and grant management systems.

Support organizational planning and compliance initiatives.

Perform other related duties as assigned.

Quialifications

Required

Bachelor's degree in Accounting, Finance, or Business Administration; or a Bachelor's
degree in Public Administration, Nonprofit Management, or a related field with
significant coursework or experience in financial management, budgeting, accounting, or
grants administration; or an Associate degree in a related field and five (5) years of
relevant experience; or an equivalent combination of education, training, and experience
that demonstrates the knowledge, skills, and abilities required to perform the essential
functions of the position.

Five (5) to seven (7) years of progressively responsible experience in accounting, finance,
grants management, budgeting, financial reporting, compliance monitoring, or related
administrative functions.

Experience managing grant-funded programs and ensuring compliance with grant
requirements and reporting obligations.

Experience preparing budgets, financial reports, forecasts, funding projections, and grant
budgets.

Experience supporting grant development, resource development initiatives, funding
acquisition efforts, or fundraising activities.

Experience in monitoring expenditures, revenues, and financial performance across
multiple programs, locations, or funding sources.

Experience collecting, analyzing, and interpreting financial and program data.
Experience preparing and presenting financial information, reports, or analyses for
executive leadership, governing bodies, auditors, funding agencies, or other stakeholders.
Experience using QuickBooks or similar accounting and financial management software.
Strong communication, organizational, analytical, problem-solving, and collaborative
working skills.

Proficiency with Microsoft Office applications, including Excel.
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Preferred

o Master's degree in Accounting, Finance, Business Administration, Public Administration,
Nonprofit Management, or a related field.

e Seven (7) or more years of experience in finance, grants management, nonprofit
administration, governmental finance, or a related field.

o Experience with federal grant management and Uniform Guidance requirements.

« Experience preparing, monitoring, and reporting on federal, state, Tribal, or private
grants.

« Experience working with Tribal governments, nonprofit organizations, or federally
funded programs.

o Experience supporting budget planning, organizational initiatives, or program
management activities.

« Experience overseeing financial reporting and budget monitoring for multi-site
operations.

« Experience presenting financial reports and recommendations to leadership, boards,
governing bodies, or funding agencies.

« Residency within the organization's service area.

Physical Requirements

« Ability to travel regularly to all organizational locations throughout the service area and
the State of Maine.

o Ability to attend meetings, training sessions, grant-related activities, and community
events, including occasional evening or weekend activities.

o Ability to operate standard office equipment and technology.

« Ability to sit, stand, walk, and perform routine office activities for extended periods.

o Ability to lift and carry materials weighing up to 25 pounds occasionally.

Knowledge, Skills, and Abilities

« Knowledge of nonprofit, governmental, or Tribal financial management practices.

o Knowledge of grant administration, compliance requirements, and funding regulations.

« Knowledge of budgeting, financial reporting, forecasting, and financial analysis.

o Ability to collect, analyze, and interpret financial data from multiple locations, programs,
and funding sources.

« Ability to prepare and interpret financial reports, budgets, forecasts, projections, and
grant reports.

e Strong spreadsheet, reporting, database, and data management skills.

« Ability to identify trends, variances, compliance concerns, and opportunities for
improved financial performance.

« Ability to manage multiple projects, deadlines, reporting requirements, and funding
sources simultaneously.

« Ability to communicate financial information effectively to both financial and non-
financial audiences.
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o Ability to establish and maintain effective working relationships with staff, funding
agencies, auditors, community partners, and governing bodies.

o Ability to maintain confidentiality and exercise sound judgment in handling financial and
organizational information.

The closing date for this position is July 17t, 2026. Submit a completed application
package, including a cover letter, resume, an application, and copies of
certificates/licenses/degrees stated in your application. Go to www.micmac-nsn.gov to
find the job description, or call Mike Carlos at 764-1972 to have an application mailed.

Please send the completed Job Application to the following address or email:

Mike Carlos
Attn: Chief Human Resource Officer
Mi'kmaq Nation
7 Northern Road, Presque Isle, ME 04769
mcarlos@micmac-nsn.gov
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