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Position Description

Position: 
Finance Operations Director
Reports to:  
National Finance Director 
The Democratic Congressional Campaign Committee (DCCC) serves as the official national Democratic campaign committee charged with recruiting, assisting, funding, and electing Democrats to the U. S. House of Representatives. We provide services ranging from designing and helping execute field operations, to polling, creating radio and television commercials, fundraising, communications, and management consulting. The DCCC is supported by the contributions of individuals and other groups from throughout the country.

Position Summary: The Finance Operations Director is responsible for assisting the Finance Directors with the day to day office administration as well as coordination between Finance and Administration regarding donor contributions, scheduling and event planning.  The Finance Operations Director will also act as a liaison to the Leader’s Office and the Chair’s Office.
Responsibilities Include:

· Scheduling

· Compile scheduling requests for the Leader and Chair and follow up with the appropriate information needed to schedule items, notably updating Leader’s long term schedule

· Interface with Speaker and Chairman’s staff on event details for calendars

· Maintain an internal calendar to be used for scheduling purposes

· Monitor and submit all event web page requests

· Create all event codes in NGP

· Monitor all event invitations and send through appropriate channels for approval

· Track the status of all host vets
· Briefing Materials

· Establish and uphold deadlines for briefings and scheduling requests and confirm approval for these items before sending to the appropriate parties

· Assist in preparing donor meeting materials and event materials as needed

· Monitor all talking points requests
· Money

· Sort mail and separate direct mail returns, bad addresses, and finance contributions

· Maintain log of incoming contributions

· Copy and distribute all incoming Finance contributions

· Track and maintain daily Major Donor, MOC, PAC, and Direct Mail & Online contribution totals, and send nightly report to senior staff

· Track all “hard commits” and “problem checks” and send to Finance Directors as needed

· Track all money broken down regionally

· Monitor and track bundling and send monthly bundling report to regions

· Manage the development and money tracking for all joint fundraisers

· Track the status of all contribution vets
· Compliance

· Assist CFO in identifying contributions requiring further action and take the appropriate action

· Advise staff on proper documentation needed for “problem checks,” and make sure all documentation contains appropriate legal language

· Keep updated contribution forms containing proper legal language and disclaimers

· Manage joint fundraisers with regard to contributions, vetting, and allocations

· Liaise with attorneys regarding issues needing further action
· Administrative Tasks
· Work with Finance and Administration to train employees on NGP and other Finance-related items

· Work with Database Manager to run weekly checks in NGP for duplicates, house holding, Speaker’s Cabinet coding, etc, 

· Handle consultant monthly retainers and collect and submit check requests for reimbursements

· Obtain quotes for charter flights, and, once approved, follow-up on flight details, and also submit payment and reimbursement with US Capitol Police

· Carey Car Service Bill

· Prepare weekly report draft for Finance Director approval
· Other tasks as needed
 
Qualifications and Requirements:
· Candidate must pay particular attention to detail;
· Ability to multi-task and prioritize while managing multiple projects at once;
· Excellent communications skills

· NGP experience preferred;
· Ability to work well with multiple personalities;
· Commitment to the election of Democrats in the U.S. House of Representatives;

· Familiarity with Democratic political actors and landscape a plus;

· Previous scheduling and administrative experience required;
· Bachelor’s Degree;
· Proficiency with Microsoft Office Suite;

· Excellent interpersonal skills;
· Superior time management,  attention to detail and multi-tasking abilities;
The DCCC prohibits discrimination of employment, promotion, compensation, terms, conditions, or privileges of employment on the basis of gender, disability, race, age, national origin, color, creed, sexual orientation, sex (including marital and parental status), gender identity and expression, religion, economic status, ethnic identity, veteran's status, or any other basis prohibited by applicable law. This policy covers all programs, services, policies, and procedures of the DCCC, including opportunity for employment and treatment as a DCCC employee. The DCCC is an equal opportunity employer and will comply with all applicable laws prohibiting discrimination in employment.  DCCC's equal opportunity policy covers all programs, services, policies, and procedures of the DCCC, including opportunity for employment and treatment as a DCCC employee, as well as opportunities for Consultants to contract with the DCCC.  The DCCC is committed to building a staff that reflects the diverse communities that makeup our country and the Democratic Party.  Working towards the goal of a diverse DCCC, our policy extends to both Staff and Consultants.  
