
  

 

 

Position Description 
20 March 2026 

 
 

Position Title: Director of Finance and Operations 
Location: Fully Remote 
Reports to: Executive Director 
Status: Full-time, Exempt 
 
Position Summary 
The Director of Finance and Operations manages the operations of the Climate Justice 
Resilience Fund (CJRF).  Operations include all aspects of contracting, budgeting, and 
administrative/personnel policies and procedures for a growing eight-member international 
team. The position supervises a Program Assistant and reports directly to the Executive Director. 
It is a new position created in response to recent growth.     
 
CJRF is looking for a team player who works nimbly, with strong organizing and planning skills, 
and significant past experience with operational and financial management in a non-profit 
(charity) setting. They should be a creative problem-solver with a ‘can-do’ spirit who thrives in a 
dynamic environment. They must have significant past international work experience, and a 
demonstrated commitment to equity, justice, and inclusive processes. CJRF welcomes 
candidates from diverse backgrounds and especially encourages strong candidates from Global 
South countries to apply. 

This is a fully remote position that could be performed from many different places. It will 
typically entail three or four week-long international trips per year. The day-to-day work will 
take place via Zoom, Signal, email, and other remote collaboration modalities. The selected 
candidate will have flexible work hours, but must be available regularly for several hours per 
week of video meetings and real-time interaction with colleagues between UTC 1:00pm-4:00pm. 
CJRF will give extra weight to the applications of candidates based in time zones between 
UTC+2 and UTC-7, as this will position them to collaborate smoothly with our current fiscal 
sponsors, Program Assistant, and Executive Director. 

In most countries of the world, this position will be employed through a Professional 
Employment Organization. If a candidate in the United States is chosen, they will be an employee 
of CJRF’s primary fiscal sponsor, the New Venture Fund. 

 
Key Responsibilities  

● Financial Management and Oversight: 
o Leads financial planning and annual budget development, through close 

coordination and collaboration with CJRF’s other staff members.   



  

 

o Maintains accurate monthly financials in partnership with our two fiscal sponsors, 
New Venture Fund and Rockefeller Philanthropy Advisors. Ensures compliance 
with fiscal sponsors’ financial guidelines, policies and reporting standards.  

o Uses MS Excel-based tools to produce quarterly and annual financial reports and 
forecasts. Monitors performance against budget, providing accurate forecasts and 
variance analysis to the Executive Director and the Board.   

o Takes part in Board-led discussions of finance and financial strategy. Co-chairs 
the Board’s Finance Working Group with our Board Treasurer. 

o Identifies potential financial and operational risks and establishes robust internal 
controls and policies to mitigate them 

o Undertakes other finance-related projects as needed, e.g. there is potential need 
for oversight of investments and occasional involvement in fiscal sponsors’ audits  

● Contract and Grant Management  
o Manages grants received by the organization, including drafting grant proposal 

budgets and financial reports for our funders. 
o Supervises and mentors the organization’s Program Assistant, who assists with 

grantmaking due diligence, outgoing grants management, contracting, payments, 
and other organizational systems. 

o Oversees contracting and payments. Serves as the senior interface between CJRF 
and many of its vendors, including professional employer organizations, IT 
providers, human resource advisors, and other consultants.      

● Operations & Administration  
o Collaborates with other staff on organizational planning, including development of 

annual work plans and a five-year implementation plan for CJRF’s new 
organizational strategy. Ensures financial and operational planning supports 
delivery of strategic priorities. 

o Manages the organization’s operational policies and procedures, including 
expense reporting and timekeeping. Ensures that policies and procedures are 
equitable, effective, and appropriately implemented. Leads in the development of 
new policies and procedures as needed.   

o Serves as internal point person at CJRF for human resources-related processes 
and issues. Coordinates with the human resources teams at our fiscal sponsors. 
Anticipates staffing needs and leads recruitment processes. Maintains equitable 
salary scales and benefits packages. Contracts external support on human 
resources as needed.  

o Manages CJRF’s Professional Employment Organization (PEOs) relationships. 
Liaises among PEOs, PEO-employed CJRF staff, and our fiscal sponsor(s); 
approves monthly timesheets and expense submissions for PEO staff; conducts 
annual assessment of PEO performance and staff satisfaction; and leads in 
establishing new PEO arrangements as needed.    



  

 

o Oversees the design, roll-out, and maintenance of new tools and systems for the 
growing organization, e.g. databases, project management tools, collaboration 
platforms, and filing systems. 

o Identifies organizational development needs and leads related projects  
o Performs other duties as needed. 

 

Desired Experience, Knowledge, Skills and Ability    

● At least 10 years of relevant work experience, including work at operational leadership 
level in a non-profit (charity) setting  

● Strategic thinker, who understands how planning, sequencing and processes contribute 
to the bigger picture    

● Strong attention to detail in financial and organizational management  
● Strong practical skills with Microsoft Excel  
● Experience in creating or building new organisations, structures or institutions  
● Familiarity with a variety of organizational arrangements for charities, including fiscal 

sponsorship 
● Some knowledge of legal and fiscal aspects of charity management 
● Ability to prioritize work and multi-task in a dynamic environment 
● Proven ability to thrive in a multi-cultural, international setting 
● Significant experience living and working in Asia, Africa, Latin America, and/or an 

Indigenous community 
● Successful experience working in remote teams, across a wide range of time zones  
● Demonstrated commitment to addressing intersectional forms of oppression 
● Experience with decolonial approaches to management and organizational development 
● Excellent written and verbal communication skills  
● Track record of taking initiative and problem solving 
● Fluency in English; at least one additional language desirable 
● Experience using other Microsoft Office software, including Outlook, PowerPoint, and 

Word 
● Experience using Dropbox, WhatsApp, Signal, Google Work Space, and Zoom. Other 

potentially relevant tools and platforms include: Quickbooks, Fluxx, Ramp, SmartSheets, 
Sharepoint, Airbase, Salesforce, and Trello 

● Displays strong judgement  
● Patience, flexibility and empathy (see CJRF’s Staff Agreements and Culture of Care 

statement)  
● Strong interpersonal skills, with a sense of humor 

 

How to Apply 

https://www.dropbox.com/scl/fi/4q824hrgnciurrqjy4xzj/250414_CJRF-Staff-agreements.pdf?rlkey=s5sphy39zlvpdrvpfpo7y31uo&dl=0


  

 

Applications must be received by UTC 9:00am on Monday, April 13, 2026. Applications will be 
reviewed on a rolling basis. Late applications will not be considered.  

Please send the following application materials to kanchen.shakya@cjrfund.org: 

● resume (max. 2 pgs.) 
● cover letter (max. 2 pgs.),  
● phone and email contacts for two professional references 
● writing sample (max. 4 pages) 

Short-listed candidates will be invited to a zoom interview and may be asked for additional 
materials.   

Work Location 

This is a fully remote position that could be performed from many places. The selected candidate 
will have flexible hours, but must be available regularly for several hours per week of video 
meetings and real-time interaction with CJRF staff between UTC 1:00pm-4:00pm. The Director 
of Finance and Operations will have particularly frequent contact with CJRF staff members in 
UTC and UTC-5, and with fiscal sponsor staff based in UTC-5 and UTC-8. Applicants should 
have access to adequate internet bandwidth to facilitate this communication and should be 
comfortable working with these time zones. CJRF will give extra weight to the applications of 
candidates based in time zones between UTC+2 and UTC-7, as we believe this will position them 
to collaborate smoothly under our current time zone configuration. 

Applicants selected for interviews will receive a questionnaire asking for details about their 
remote office set-up, internet access, and equipment. CJRF is committed to supporting a healthy 
and effective work environment and will reimburse certain equipment and office supply costs. 

All applicants should have authorization to work in their proposed work location at the time of 
application. CJRF will not support visa applications or relocation for this role. 

Job Status, Salary, and Benefits  

CJRF’s primary fiscal sponsor, the New Venture Fund (NVF), is incorporated in the United States, 
and its hiring practices comply with US labor law. NVF typically uses a Professional Employment 
Organization (PEO) for employing personnel in most countries of the globe. In collaboration with 
the PEO, a salary offer and benefits package will be developed for the Director of Finance and 
Operations at the time of selection, commensurate with market rates in the selected applicant’s 
location and that location’s labor laws. Salary Range: US$80,000 - US$170,000. 

If a US-based applicant is selected for this role, they most likely will be hired as an NVF  
employee exempt from overtime pay. NVF policy requires the following disclosure about their 
US compensation: NVF benefits include 100% employer-paid health, dental, and vision insurance 
for employees (and their families). NVF employees are able to enroll in NVF’s 401k retirement 
plan and are eligible for a 3% automatic contribution and up to a 3% employer match on 401k 
contributions. They are also eligible for pre-tax transportation benefits. NVF employees receive 
120 hours of vacation time, 80 hours of health leave, up to 2 days of casual leave, and 20 hours 

mailto:kanchen.shakya@cjrfund.org
https://www.businessnewsdaily.com/11082-what-is-a-peo.html
https://www.businessnewsdaily.com/11082-what-is-a-peo.html
https://www.businessnewsdaily.com/11082-what-is-a-peo.html


  

 

of volunteer leave annually. NVF employees receive 13 paid holidays throughout the calendar 
year and are eligible for 12 weeks of paid family and medical leave after 90 days of employment.  

CJRF is currently undertaking a compensation equity review, in consultation with our staff, board 
members, and fiscal sponsors. We are committed to fairness and equity in our hiring and 
compensation practices.   

About CJRF 
The Climate Justice Resilience Fund (CJRF) is one of the first major philanthropic initiatives 
framed explicitly around climate justice, and one of few that works internationally on climate 
resilience. We put people, their rights, and their lived experience directly at the center of climate 
action. We envision a thriving planet built on participation, equity, human rights and justice, 
where people who have been disproportionately affected by climate change issues are 
recognized and resourced to lead solutions and shape our shared future. 

CJRF works by re-granting monies from diverse funders. Our “Phase 1” pool of funding (2016-
2022) totalled US$25 million, enabling approximately fifty major grants to support women, 
youth, and Indigenous Peoples to build and share their solutions for climate resilience. 
Approximately 80% of our Phase 1 grantmaking supported place-specific strategies in East 
Africa, the North American Arctic, and the Bay of Bengal. The remaining 20% went toward 
scaling solutions through advocacy and exchange at the global level.  

For its second phase of work, CJRF has been transforming itself from a donor-led fund to one 
governed by a board of climate justice activists and practitioners from around the globe. Our 
new nine-member Board (bios here) was recruited through an open global call for applicants in 
Sept-Oct 2022 and took the reins of the fund in January 2023. Under their leadership, we have 
grown our staff from 3 members to 8 and have pooled an additional US$42 million. Our 2025 
annual budget was US$6.1 million. The budget will most likely grow over the next several years, 
and could potentially double by 2028.  

CJRF recently completed a two-year program of experiments in participatory grantmaking, which 
has informed the development of a new strategic framework (launch expected in the first half of 
2026). We will mark our 10th anniversary in late 2026.  

 
Hiring Statement 
Climate Justice Resilience Fund is a project of New Venture Fund (NVF), a 501(c)(3) public 
charity that incubates new and innovative public-interest projects and grant-making programs. 
NVF is committed to attracting, developing and retaining exceptional people, and to creating a 
work environment that is dynamic, rewarding and enables each of us to realize our potential. 
NVF’s work environment is safe and open to all employees and partners, respecting the full 
spectrum of race, color, religious creed, sex, gender identity, sexual orientation, national origin, 
political affiliation, ancestry, age, disability, genetic information, veteran status, and all other 
classifications protected by law in the locality and/or state in which you are working.  
 

http://www.cjrfund.org/
https://www.cjrfund.org/grants
https://www.cjrfund.org/our-team


  

 

 
E-Verify 
NVF participates in E-Verify and will provide the US federal government with employees’ Form I-
9 information to confirm authorization to work in the United States. Job candidates and 
employees authorized to work may not be discriminated against on the basis of national origin or 
citizenship status.   
 
 
 
 

https://newventurefund.org/wp-content/uploads/2023/09/E-Verify_Participation_Poster_Eng_Es.pdf
https://newventurefund.org/wp-content/uploads/2023/09/IER_RightToWorkPoster_Eng_Es.pdf

