Job Title: R&P Finance Coordinator
Location: Hybrid: Remote/In-Person: Falls Church, VA
Job Type: Part-Time 20 hours/week
Company: Dar Al-Hijrah Islamic Center

About Us: 
Dar Al-Hijrah Islamic Center (DAH) is the oldest Islamic Center in Northern Virginia. Our mission is to serve the Creator by educating, developing and empowering our congregants; providing services of faith and care for our community; engaging society by building bridges and advocating for social justice.

DAH is located in, and has deep roots in serving one of the largest and most diverse immigrant communities in the nation, the Culmore area of Bailey’s Crossroads.  We are the faith home of Muslims from over fifty countries around the world, and a social services provider to large surrounding Hispanic and Vietnamese communities.  Many of the clients we serve are newcomers who lack equitable access to health care, affordable housing, and secure employment.

In June, 2023, DAH was approved by PRM as affiliate resettlement agency of Islamic Relief USA in Northern Virginia.  As such, DAH will provide Reception & Placement services to those who are admitted to the US through the US Refugee Admissions Program.

DAH is dedicated to providing support and assistance to refugees resettling in our community, and committed to helping refugees achieve self-sufficiency and access essential services.

Job Description:
Position Overview: 
The Finance Coordinator’s primary responsibility will be to maintain an accurate record and timely reporting of R&P finance activities.  This includes processing direct assistance checks, maintaining up-to-date receipt files for any R&P related purchases and administrative expenses, invoicing HQ for monthly and quarterly reimbursement of direct assistance and admin expenses paid and tracking private resources received and given to R&P clients.  
The Finance Coordinator will report directly to the Site Director and will collaborate closely with other R&P team members, including the Case Managers and Housing Coordinator.
The Finance Coordinator may handle sensitive client information including Protected Personal Information (PPI) and case details.  He/She will maintain strict confidentiality, and will ensure accuracy and attention to detail in record keeping and reporting. 1-3 years of experience in R&P finance a must.

Key Responsibilities:
1. Financial Recordkeeping: Maintaining accurate and detailed financial records related to any and all R&P finance transactions in accordance with the funding requirements
2. Budget Management:  Monitoring per capita budget vs. any expenditures made for each case, and ensuring that the DA minimum is spent within the 90 days of arrival of each case.
3. Expense Tracking: Tracking and categorizing expenses related to direct assistance, admin and additional HQ funding
4. Reporting: Ensuring financial ledgers in each case file are up-to-date, and generating regular financial reports for management, HQ and other stakeholders
5. Coordination with R&P Team Members: Collaborating with the team to develop an effective process for submitting and processing finance requests.

Qualifications:
· Bachelor’s degree in Accounting, Finance or a related field
· 1-3 years of experience in R&P Finance
· Familiarity with Microsoft Excel, accounting software and financial management tools
· Excellent interpersonal and communication skills for internal coordination
· Strong organization and time management skills
· Resourceful and creative thinking and problem-solving skills
· Flexibility and availability to work as needed 
· An ability to multi-task and prioritize in a fast-paced environment and high energy

How to Apply:
Interested candidates should submit a resume and cover letter detailing their relevant experience and qualifications to socialservices@hijrah.org. Please include "R&P Finance Coordinator" in the subject line.

DAH is an equal opportunity employer committed to diversity and inclusion. We encourage applications from candidates of all backgrounds, including refugees and immigrants.

