
 
 
Director of Finance and Administration 
March, 2023 

The Director of Finance and Administration is a member of the Parrish’s senior management team, 
reporting to the Museum’s Executive Director, is the chief financial spokesperson for the Museum, 
providing leadership and strategy for the effective and transparent financial operations of the Parrish 
and supports the Museum’s general administration. The Director of Finance and Administration 
supervises the Finance department and serves as the liaison to the Museum Board of Trustees Finance, 
Investment, and Audit committees.  

The Director of Finance and Administration will regularly work with external partners such as auditors, 
vendors, and consultants, and is expected to unite multiple constituents among key internal and 
external stakeholders, ensuring financial accountability for a healthy, sustainable operating 
environment.  

Primary responsibilities:  
The Director of Finance and Administration supervises and implements all institutional financial 
activities, ensuring internal controls and optimum utilization of monetary resources within established 
guidelines; provides accurate and up-to-date accounting and payroll posting, processing, distribution, 
and reconciliation; is responsible for the timely closing out the fiscal year; provides weekly financial 
reports and cash flow to Executive Director; assists Executive Director with department budgeting, 
tracking, and reports; manages Finance Associate and reviews accounts receivable and payable, 
reconciliations, and payroll; manages and ensures adequate cash flow to meet the Museum’s needs; 
works with Executive Director on the annual operating budget, creates a final budget for approval by the 
Board of Trustees, monitors throughout the fiscal year, and informs in a timely fashion of any emerging 
budgetary issues; supervises credits and provides year-to-date spending reports as necessary; monitors 
and safeguards banking and endowment activities of the Museum and provides all necessary 
information for asset release and calculations.  

The Director of Finance and Administration develops and maintains favorable relationships with banking 
and lending institutions and supervises approvals for wire transfers, sale of stock, and transfers between 
financial institutions. The incumbent is responsible for producing monthly financial reports, including 
reconciliations, variances, and tests for accuracy; provides financial statements and cash flow 
projections for the Management and Finance Committees and Board of Trustees; implements 
investment decisions made by Finance and Investment committees as required; serves as administrator, 
provides financial reporting for the Museum’s retirement plan, and assists the Executive Director with 
Human Resources systems; ensures proper accounting practices are applied to all departments, 
including retail and earned income units; works with fundraising and programming departments to 
create financial reports and applications to granting agencies; works with Communications team to 
provide pertinent information to annual reports and others; coordinates with outside auditors; provides 
and prepares all accounting documents related to the audit, financial statements, disclosures, and 990 



 
 
organization; prepares functional expense methodology and all financial reports to ensure all audit 
inquiries and issues are resolved, including meeting all 403b compliance, and the on-time filing of 
documents such as the Museum 990 and 5500. When necessary, the incumbent provides forensic 
accounting to have a command of institutional knowledge of the past five years. 

The Director of Finance and Administration attends applicable Board and Committee meetings; assists 
with all hiring and termination activities, administration of personnel files, and compliance with EEO and 
ADA requirements; works in concert with the Executive Director on insurance, staff handbook, and 
employee benefits, provides cost analysis when needed and supervises contracts and legal documents.  

In addition to the aforementioned functions, The Director of Finance and Administration will establish 
and maintain cooperative and effective working relationships with Museum staff, donors, vendors, and 
contractors. The Director of Finance and Administration will work with the Executive Director and 
management team to develop plans to continue enhancing the Museum's presence in the regional, 
national, and international community. 

Requirements:  
Bachelor's degree in accounting or finance. A Certified Public Accountant is preferred. Minimum of 5 to 
7 years of financial work experience in museums, arts, or non-profit environment.  
 
The Director of Finance and Administration is a member of the Parrish’s senior management team, 
working in concert with the Executive Director, Deputy Directors, and other department managers. In 
addition, The Director of Finance and Administration will possess the following knowledge, skills, and 
characteristics: 
 

• Will bring energy, vision, and resourcefulness to this important position.  
• Have a working knowledge of museum management principles and practices; in-depth 

knowledge of not-for-profit accounting in accordance with U.S. Generally Accepted Accounting 
Principles (U.S. GAAP). 

• Budget development and management experience, and supervisory experience, including 
techniques of planning and delegating tasks.  

• Have strong leadership, decision-making, interpersonal, planning, staff management, and 
organizational skills; strong presentation, written and verbal communication skills. 

• Possess problem-solving, conflict resolution, meeting management, and time management 
skills.  

• In-depth knowledge of complete MS Office suite, including Excel, Word, and PowerPoint and 
Financial Edge software. 

• Ability to collaborate with staff to raise awareness and knowledge of fiscal management. 



 
 

• Senior-level management and leadership responsibility in a museum or related institution 
known for its quality and excellence; demonstrated ability to plan and operate strategically and 
work effectively with a Board of Trustees. 

• Expertise in developing, tracking, and reporting on budgets.  
• A passionate and sophisticated advocate for non-profits, professionally committed to the 

Parrish mission, objectives, and programs. 
• Emotionally mature, with a sense of humor to maintain balance and perspective. 
• Passionate about furthering equity, inclusion, diversity, and accessibility in the working 

environment. 
 
Working Conditions:  
Work will be performed in the Museum offices and remotely. The physical demands and work 
environment characteristics are representative of those employee encounters while performing the 
essential functions of the job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform essential functions. Must accept direction from the Executive Director in 
executing principal responsibilities.  
 
About the Parrish Art Museum 
The Parrish Art Museum is a place to discover and connect with art and artists with a focus on the rich 
creative legacy of Eastern Long Island and its global impact on the art world. The Museum regularly 
presents temporary exhibitions, including new installations drawn from our world-class collection of 
more than 3,000 works, as well as special exhibitions that reconsider the work of a single artist or group 
exhibitions that explore compelling themes. The Parrish produces hundreds of public programs and 
offers a year-round schedule of inspiring education initiatives. 
 
The Parrish is the oldest cultural institution on the East End of Long Island. Founded in 1898 by Samuel L. 
Parrish in the Village of Southampton, the Museum opened its new Herzog & de Meuron designed 
facility in Water Mill in 2012, providing for expanded services in research, interpretation, collaboration, 
education, and interactive, multidisciplinary programming.  
 
Situated within one of the most concentrated creative communities in the United States, the Parrish Art 
Museum is a vital cultural presence on the East End of Long Island. For more than a century, the 
Museum endured and expanded – from a single exhibition hall in Southampton Village built by Samuel 
Longstreth Parrish as a showcase for his collection to its relocation in 2012 to a spacious, light-filled, 
purpose-built facility in Water Mill, New York. The Museum’s landscape and critically acclaimed building 
honor Eastern Long Island’s built and natural environment evoking the unique atmosphere of the region 
that inspires many artists. During COVID, the meadows have become an important addition to the 
galleries, offering an opportunity to experience outdoor sculpture safely outside and extending an open 
invitation to those who drive by. 
 



 
 
The Parrish Art Museum is an equal-opportunity employer. The Museum is committed to a work 
environment that supports, inspires, and respects all individuals, and we do not discriminate on the basis 
of race, color, religion, marital status, age, national origin, ancestry, physical or mental disability, 
medical condition, pregnancy, genetic information, gender, sexual orientation, gender identity or 
expression, military service status, or any other status protected under federal, state, or local law. 
Individuals of diverse backgrounds are strongly encouraged to apply. The Museum’s offices are fully 
accessible. 
 
Salary range:  
$100,000 – 130,000 
 
To apply, interested candidates should send cover letter and resume to Executive Assistant to Parrish 
Art Museum Director Olivia Menghini at menghinio@parrishart.org 
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