
 
 

Business Manager 

Organization Overview 

Founded in 2003, The Green House® Project is a national non-profit organization dedicated to 

creating alternative living environments to traditional nursing home facilities.  Celebrating more 

than 15 years of success, the Green House movement is transforming long-term and post-acute 

care nationwide. Funding for the organization is generated primarily through consulting and 

education services provided both nationally and internationally to a diverse group of 

organizations.  The services are performed by experts in the field of aging who are experienced 

in optimizing the design and management of person-centered senior living communities.  

Additional revenue is generated for the organization through Green House adopter dues and 

foundation grants.   

Position Overview 

The Business Manager supports the achievement of the mission, vision and goals of the 

organization through the design and oversite of an efficient and supportive system of 

centralized administrative support.   Reporting to the Senior Director, this position is tasked 

with the design and delivery of a highly organized infrastructure system from which the 

organization can leverage quality programs and high levels of customer satisfaction.  

In addition to the oversight of daily operations, responsibilities include general accounting, 

maintenance of financial reports, records, and general ledgers, payroll processing, human 

resources coordination and contract management.  Working with a primarily remote 

management team, the position also contributes to the development and implementation of 

organizational policies, procedures, and strategies. 

Responsibilities: 

• Managing cash, client billing and collections, accounts payable processing and other 

accounting responsibilities accurately and in collaboration with outside accountant. 

• Designing and maintaining a detailed client billing schedule reflective of individual 

contract terms. 

• Supporting timely monthly and year-end financial close, including assigned journal 

entries, balance sheet account reconciliations, accruals, and overall maintenance of all 

operational management accounts. 

• Assisting with annual budgeting and reforecasting. 

• Accumulating, organizing and documenting financial data to support the grant 

application and reporting process. 

• Compiling special financial reports as requested by management by collecting, 

analyzing, and summarizing account information and trends. 



 
 

• Monitoring policies and procedures and identifying and suggesting improvements for 

accounting reporting and recording procedures. 

• Analyzing and improving organizational processes to improve quality, productivity and 

efficiency.  

• Supporting annual audit process. 

• Serving as the primary contract administrator, supporting the contract preparation and 

execution processes in collaboration with colleagues. 

• Managing and organizing accounting records and contract documents and acting as a 

liaison with vendors and current and prospective clients. 

• Administering payroll and employee benefits under the umbrella of a third-party 

administrator (TPA).  

• Monitoring and administering the employee expense reimbursement process, ensuring 

accuracy and compliance.     

• Managing office systems, shipping, mail, printing, rental space and supplies in 

conjunction with outside contractors. (IT, Wi-Fi, printers, cell phones, office supplies). 

• Coordinating team meetings, educational events and webinars, assisting with logistics 

and preparing materials and supplies. 

• Excellent customer service skills related to responding to calls and requests for 

information from outside parties. 

• Other duties as assigned. 

 

Position Requirements 

• Knowledge of GAAP (generally accepted accounting principles in the U.S). 

• Organized and able to effectively prioritize and manage multiple responsibilities. 

• Experienced and proficient in general accounting and the use of QuickBooks accounting 

software. 

• Prior experience with payroll processing and benefits administration. 

• Team player who is comfortable working in a fast paced and innovative environment. 

• Self-starter who can work independently to find solutions to identified challenges with 

minimal supervision. 

• Interested and willing to learn about the field of aging and culture change. 

• Extraordinary attention to detail. 

• Excellent written and verbal communications skills. 

• Strong computer skills with proficiency in Excel, Word, Outlook and QuickBooks. 

• Salesforce experience preferred but not required. 

 

Job Type 



 
 

Full-time with benefits 

Application Questions 

• How many years of accounting experience do you have? 
• What is your experience with billing and collections? 
• What is your office management experience?  If yes, what was the size of the office?  

How many years of experience? 
• What is your experience with accounts payable processing and payment? 
• What is your experience with nonprofit organizations? 
• Describe your work process including your preference to work independently or as part 

of a team? 
• What has been your experience with large and small sized organizations? 
• What has been your experience working with a primarily remote team? 
• What is your level of proficiency (on a scale of 1-5, 5 being expert) with the following:  

o Microsoft Excel 
o Microsoft Work 
o QuickBooks 
o Salesforce 

• What payroll processors have you worked with in the past? 
 


