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PORT OF CHEHALIS 

Finance & Administration Manager 

Position Description 

Job Title: Finance & Administration Manager 

Reports To: Chief Executive Officer (CEO) 

Salary Range: $70,000–$85,000 Annually 

Classification: Full-Time, Non-Exempt 

Supervision: The position may supervise administrative or accounting personnel 

POSITION SUMMARY 

The Finance & Administration Manager is responsible for managing the Port of Chehalis's day-to-day 

financial operations, accounting, auditing, and administrative functions. Working closely with the CEO, 

this position ensures accurate financial reporting, compliance with applicable laws and regulations, and 

efficient office operations. 

The position serves as the Port's Public Records Officer and, subject to applicable law and Commission 

appointment, as Port Auditor and Treasurer. The Finance & Administration Manager supports the CEO 

and Port Commission in financial oversight, budgeting, policy administration, and organizational 

operations. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

Financial Management and Accounting 

• Manage daily accounting functions, including accounts payable, accounts receivable, general 

ledger, payroll, and financial reconciliations. 

• Coordinate with the CEO and other designated personnel/consultants to maintain appropriate 

segregation of financial duties, transaction approvals, reconciliations, and financial oversight in 

accordance with Port policies and applicable internal control requirements. 

• Prepare monthly and quarterly financial reports, tax filings, and financial updates for the CEO 

and Port Commission. 

• Maintain financial records in accordance with Washington State BARS requirements and 

applicable accounting standards. 

• Assist the CEO with annual budget preparation, financial monitoring, and forecasting. 

• Manage tenant billing, lease financial records, vendor payments, and related financial 

transactions. 
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• Maintain financial records for grants, loans, and capital projects, including grant 

reimbursements, expenditures, financial compliance and required reporting. 

• Maintain financial controls, review transactions for accuracy and compliance, and recommend 

improvements to accounting procedures. 

Auditing and Regulatory Compliance 

• Serve as Port Auditor and Treasurer in accordance with applicable RCWs and Commission 

appointments, including responsibilities directly accountable to the Port Commission. 

• Coordinate annual financial reporting and audits with the Washington State Auditor's Office 

(SAO), including preparation of supporting documentation and implementation of audit 

recommendations. 

• Maintain financial procedures and internal controls to ensure accountability and compliance 

with applicable laws and Port policies. 

Administrative and Commission Support 

• Manage daily office operations, including correspondence, scheduling, office supplies, 

document management, phone calls, mail distribution and general administrative support. 

• Coordinate Port Commission meetings, agendas, meeting materials, minutes, and legally 

required public notices and postings. 

• Serve as the Port's designated Public Records Officer under applicable RCWs, coordinating public 

records requests, records retention, and disclosure procedures in coordination with the CEO. 

• Maintain Port policies, procedures, contracts, and official records; recommend updates to the 

CEO as needed. 

• Coordinate administrative projects, meetings, travel arrangements, and other organizational 

activities as assigned. 

• Provide professional assistance to Port Commissioners, employees, tenants, vendors, public 

agencies, and the public. 

• Greet and assist the public, various local, state and federal agencies, port employees, staff of 

other ports, citizens and community organizations in a professional and welcoming manner. 

Human Resources, Assets, and Risk Management 

• Administer assigned human resources functions, including personnel records, benefits, 

onboarding, and employee leave tracking, in coordination with the CEO. 
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• Maintain the Port's Small and Attractive Assets and Capital Assets inventory, including records of 

asset surplus and disposal. 

• Coordinate insurance records, renewals, certificates, and related administrative requirements. 

• Manage annual administrative contracts and assist with vendor and service provider 

relationships. 

• Perform other related duties as assigned by the CEO. 

MINIMUM QUALIFICATIONS 

Education and Experience 

• Three years of progressively responsible experience in accounting, bookkeeping, office 

administration, or related field. 

• Degree or certificate in accounting, bookkeeping, business administration, or a related field 

preferred. 

• An equivalent combination of education and experience that demonstrates the ability to 

perform the essential duties will be considered. 

Required Knowledge, Skills, and Abilities 

• Working knowledge of accounting, payroll, financial reporting, and internal controls. 

• Knowledge of governmental accounting practices and financial reporting requirements, or 

ability to learn them. 

• Experience with office management, administrative procedures, and human resources functions 

or ability to learn them 

• Proficiency in accounting software, Microsoft Office applications, and electronic recordkeeping 

systems. 

• Strong organizational, analytical, written communication, and interpersonal skills. 

• Ability to work independently, manage competing priorities, maintain confidentiality, and 

exercise sound judgment. 

• Ability to communicate professionally with Commissioners, employees, tenants, government 

agencies, and the public. 

• Demonstrates a positive, cooperative attitude and the ability to work collaboratively and 

effectively in a team-oriented environment. 
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• Valid Washington State driver's license and reliable transportation. 

Preferred Qualifications 

• Experience in Washington State local government, port districts, or other public agencies. 

• Familiarity with Washington State BARS, SAO audits, grant financial reporting, and public 

records requirements or the ability to learn. 

SUPERVISION AND ACCOUNTABILITY 

The Finance & Administration Manager reports to the CEO and independently manages assigned 

financial and administrative functions. Financial oversight, budget development, and significant financial 

decisions are coordinated with the CEO and subject to Port Commission authority as applicable. 

When appointed as Port Auditor or Treasurer, the employee fulfills the statutory responsibilities of 

those offices in accordance with applicable law. 

The position may supervise administrative or accounting personnel as organizational needs evolve. 

WORKING CONDITIONS 

Work is performed primarily in a professional office environment and requires regular use of computers, 

telephones, and standard office equipment. The position involves prolonged periods of sitting, 

occasional standing and walking, and the ability to lift or move office materials weighing up to 30 

pounds. Duties may require occasional travel and attendance at meetings outside regular business 

hours. The employee must be able to manage multiple priorities, meet deadlines, and work effectively in 

an environment with frequent interruptions. Reasonable accommodations may be made as applicable.  

COMPENSATION AND EMPLOYMENT STATUS 

This is a full-time, non-exempt position with an annual salary range of $70,000–$85,000, depending on 

qualifications and experience. Overtime compensation is provided in accordance with applicable laws 

and Port policies. Benefits are provided pursuant to the Port's adopted personnel policies. 

EQUAL EMPLOYMENT OPPORTUNITY 

The Port of Chehalis is an equal opportunity employer and is committed to providing employment 

opportunities without unlawful discrimination. The Port will provide reasonable accommodations for 

qualified applicants and employees in accordance with applicable law. 

APPROVAL 

Chief Executive Officer: ______________________________ 

Date: ______________________________ 
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