
POSITION DESCRIPTION 

TITLE: Chief Financial Officer 

DEPARTMENT: Executive-Exempt 

REPORTS TO: Executive Director 

SALARY RANGE: $90,000 - $100,000 annually (based on years of experience) 

Who we are: 
Dedicated to Art for All, Maryland Hall is the region’s cultural core, convening and engaging people in 
arts experiences that strengthen community. Maryland Hall was founded in 1979 by a group of artistic 
visionaries who believed the former Annapolis High School could best be utilized as a community arts 
center. Today, our historic landmark building is the community's gathering place for the arts. Through 
year-round classes, performances, exhibits, tours, workshops and demonstrations, people of all ages 
discover the transformative power of the arts. Each day, Maryland Hall nurtures inspiration, cultivates 
originality and fosters the imaginations of the children, families, students and adults who come through 
our doors. 
 
The position we’re filling: 
Reporting to the executive director (ED), the chief financial officer (CFO) will implement the 
infrastructure/systems needed to support substantial growth over the next five to ten years as we 
reopen post pandemic. You will continue to build and manage effective and streamlined 
administrative/financial systems, including financial, accounting, legal, information technology (IT), 
human resources (HR), and physical infrastructure. 
 
What you’ll be doing: 

Financial Management 

 Review and approve preparation and finalization of monthly and annual financial reporting 

materials for the board of directors. 

 Oversee budgeting, financial forecasting, and cash flow for administration, existing programs, 

and proposed capital improvements. 

 Manage three full-time staff; hire and retain support staff as needed in the future. 

 Coordinate all audit activities. 

Administrative Leadership and Management 

 Serve as a business partner to the ED on the organization’s financial, budgeting, and 

administrative processes—including HR, payroll, and benefits functions—with an eye to 

continuously developing and improving systems. 

 Lead the design of an IT plan for the future, and implement it successfully to meet IT needs 

(hardware and software) as the organization grows. 

 Manage the organization’s physical infrastructure inclusive of performance and exhibition 

space, and system maintenance (phone system, security, cleaning, supplies, etc.), with 

assistance from staff. 

Partnership Development 



 Oversee the process for identifying and evaluating opportunities for improved financial 

operations, recordkeeping and reporting, working with external auditors to prepare and review 

audit schedules and annual report of audit findings. 

 Develop collaborative partnerships with Maryland Hall staff, consultants, auditors, vendors and 

service providers to establish and maintain professional links. 

What you bring: 

 Demonstrated experience in financial management and accounting, ideally in the nonprofit 

sector 

 Bachelor’s degree (MA/MBA preferred) in Business, Management, or Finance 

 Commitment to training programs that maximize individual and organization goals across the 

organization including best practices in human resources activities 

 Keen analytic, organization and problem solving skills which support and enable sound decision 

making 

 Excellent communication and relationship building skills with an ability to prioritize, negotiate, 

and work with a variety of internal and external stakeholders 

 Demonstrated resourcefulness in setting priorities, proposing new ways of creating efficiencies, 

and guiding investment in people and systems 

 Technologically savvy, with an ability to point to examples of having worked with IT staff to 

develop and implement new processes and systems that increased efficiency in a fast-moving 

environment 

 Flexible and a self-starter; able to multitask while also being highly detail-oriented. 

 Personal qualities of integrity, credibility, and a commitment to Maryland Hall’s mission. 

 

This is a full-time, exempt, position. Hours are typically Monday through Friday with some 

evenings and weekends. 

 

Interested applicants should submit a resume and cover letter to jobs@marylandhall.org.  
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