
 

 

 
JOB TITLE: Director of Finance and Administration  
REPORTS TO: Executive Director 
STATUS: Full-Time, Exempt, Salary, On-Site (with flexibility) 
LOCATION: Portland, Oregon  
COMPENSATION: $80,000-$85,000 
 
Lan Su Chinese Garden’s mission is to cultivate an oasis of tranquil beauty and harmony to inspire, 
engage and educate our global community in the appreciation of a richly authentic Chinese culture.  
 
About Lan Su Chinese Garden: Lan Su Chinese Garden is one of Portland's greatest treasures and 
most interesting sites in Portland. A result of a collaboration between the cities of Portland and 
Suzhou, our sister city in China's Jiangsu province that is famous for its beautiful Ming dynasty 
gardens, Lan Su was built by Chinese artisans from Suzhou and is one the most authentic Chinese 
gardens outside of China.  
 
POSITION SCOPE:  
Oversee all financial and human resource related aspects of Lan Su Garden’s operations. 
Continuously improve accounting, budgeting and HR processes and adapt infrastructure/systems 
to support the organization’s strategic and operational needs. This position requires a hands-on 
approach to getting things done while working independently, skill in managing a full-time Finance 
and Administrative Assistant, collaboration with the garden’s staff leadership team and ownership 
of the functionality of the organization’s Finance Committee.  
 
RESPONSIBILITIES:  
Financial Leadership & Management 

• Prepare timely monthly, quarterly and annual financial reports for the Executive Director, 
Finance Committee and Board of Directors. 

• Lead organizational budget development and process. 
• Develop comprehensive organizational budget consisting of multiple sources of revenue 

and support, restricted and unrestricted funds, inventory, and the full range of general 
ledger accounts using GAAP accounting standards. 

• Oversee budgeting, financial forecasting and cash-flow for administration, existing services 
and proposed new service offerings. 

• Prepare financial narrative and reports for grants. 
• Hands-on accounting work including departmental coding, input, balancing, analyzing and 

interpretation of data of the accounting system. 
• Hands-on approach to timely and accurate recording of all transactions, maintenance of the 

general ledger, monthly account reconciliations and month-end close. 
• Oversee, coach and manage the full-time Finance and Administration Assistant to a high 

level of performance and satisfaction. 

 

 



 

 

Human Resource Management and Administrative Leadership 
• Secure best prices and coverage in health care and other benefits. 
• Ensure compliance with worker’s compensation, occupational safety and health, and other 

rules protecting employees, volunteers and the general public. 
• Maintain adequate insurance including property, casualty, worker’s compensation and 

unemployment. 
• Oversee the payroll work of the Finance and Administration Assistant. 
• Prepare Personal Services Contract . 
• Administer and maintain contract, legal and lease files. 

 



 

 

ESSENTIAL QUALIFICATIONS:  
• Excellent people skills, with experience in collaboration with a commitment to openness 

and transparency. 
• Three to five years of professional experience managing the finances and finance 

administration of a non-profit organization. 
• Bachelor’s Degree in Accounting or Finance or equivalent experience. 
• Proven effectiveness in finance and accounting with an eye toward process improvement 

and efficiency. 
• Demonstrated experience in full cycle accounting through month end close, financial 

statements, budget, payroll/benefits, audit. 
• Experience with benefits administration and other HR functions. 
• Demonstrated ability in developing and mentoring staff. 
• Ability to communicate effectively and graciously and provide financial information in an 

understandable and concise manner. 
• Flexible and a self –starter; willingness to “roll up the sleeves” to get things done and make 

things happen. 
• Interest in gardens, Chinese culture, education, people and working collectively to bring Lan 

Su’s mission alive. 
 
You may not have everything needed. Perhaps you have a strong combination of experience, 

technical, academic skills and passion in the following areas:  

• Knowledge in Chinese language, AANHPI cultures, botanical garden is desired, but not 

required. 

 

For your personal well-being, the Garden offers: (Full-time, fully benefited positions) 

• Beautiful garden environment with areas to walk and enjoy an oasis of tranquil beauty. 

• Employer Paid Health and Dental Insurance for employee only coverage. 

• Employer-paid Group Life/ADD and short-term disability insurance. 

• Vacation time accrual. 

• Sick time accrual. 

• One (1) Personal Floating Holiday per year. 

• Holiday pay or accrual of floating holiday if you are scheduled to work on a recognized paid 

holiday. 

• Garden Shop & Teahouse Discount. 

• 401K Participation and Employer match. 

• Complimentary Family & Friends Membership to Lan Su Chinese Garden. 

• Complimentary gym access to the workout facility in the administrative office building. 

• Complimentary access to reciprocal venues throughout Portland. 

 

We look forward to hearing from you, just follow these few steps to send your information to 

us: Please submit a cover letter, resume and three references to lansuhr@lansugarden.org. In the 

email subject line, please put “Director of Finance & Administration” Please do not call.  

 

 



 

 

Lan Su Chinese Garden is committed to maintain an environment where employees contribute to the 

organization’s achievement, take pride in the results of their work, are appreciated as individuals and 

are encouraged to develop to their fullest extent. Lan Su is an Equal Opportunity Employer. It is our 

policy that employees will not be discriminated against in the terms and conditions of employment 

because of race, color, religion, sex, national origin, age, marital status, sexual orientation, disability or 

any other classification protected by law. 
 

 


