Job Description:  Director of Finance and Administration
This position reports to the CEO of the company

Job Responsibilities

      Finance
1. Daily accounting operations, including accounts payable, invoicing/accounts receivable, fixed assets/depreciation, general ledger and banking/cash management, expense administration

2. Timely preparation of company financials and all financial reporting requirements, including reports for management and bank

3. Financial analysis, including pricing analysis and cash flow analysis

4. Development and tracking of KPIs (key performance indicators)

5. Budgeting and variance analysis for both operating and capital budgets

6. Coordination with accountants on all matters

7. Tax preparation and payment

8. Bank reporting/administration of outside financing

9. License procurement and submission of required reports

      Administration
1. Payroll and benefits analysis and administration

2. Insurance analysis and administration

3. Compensation planning and administration

4. Germplasm contract negotiation and administration

      Company Management (After basics of financial and administrative

responsibilities are mastered)


Full member of Company Management Team


Participation in Growth Planning and Implementation


Participation in Strategy Development

The Director of Finance and Administration must uphold the values of the company at all times and take an active role in building the quality and integrity of both the company and the products we sell.  

Anticipated Projects – First 18 Months
1. Implement new accounting system

2. Establish monthly reporting process

3. Aid in designing consistent sales compensation program

4. Computerize record-keeping

5. Conduct detailed review of company expenses; make recommendations for savings

6. Institute budgeting process

7. Develop financial reports that will be required by potential lenders

8. Other projects as agreed

