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Job Title: Finance and Operations Manager 
Reports to: Executive Director 
Location: Central or Southeast Oregon 
Classification: Non-exempt, 10-20 hours/week (can be 
flexed) 
Compensation: $25-$35/hour DOQ  
Application deadline: Open until filled 
  
About Oregon Desert Land Trust 
The Oregon Desert Land Trust (ODLT) works with 
landowners, Tribes, land managers and other partners to 
conserve and restore private land throughout the region. These wild and working lands 
are critical to ecological, economic, and community health.  
 
Oregon’s high desert is characterized by small towns and working ranches scattered 
among mountains, rivers, and canyons. Similar to other areas in the West, the region is 
experiencing turnover in land ownership driven by inter-generational shifts in the 
ranching sector and increasing demand for recreational properties. With support from 
volunteers with decades of experience in real estate, law, ranching, business, and 
conservation science, as well as our relationships with landowners and knowledge of the 
region, ODLT has already conserved nearly 20,000 acres.  

ODLT is committed to maintaining an inclusive environment. We welcome diverse 
backgrounds, perspectives and voices. 

Position Summary 
The Finance and Operations Manager works with the Executive Director to serve the 
entire organization with an emphasis on meeting the mission and values of ODLT. The 
position is focused on fiscal management and oversight, personnel benefits 
management, and administrative and data systems oversight.  
 
Key Responsibilities 
• Process accounts payable and weekly bill payments.  
• Execute all aspects of day-to-day bookkeeping and accounting process including but 

not limited to: payroll, journal entries, collections and bank reconciliation 
• Prepare monthly and quarterly financial reports, including standard financial reports, 

and budget vs. actual reports 
• Assist with development and management of annual operating budget 
• Maintain accounting procedures, policies and systems of internal controls to ensure 

the integrity of all financial systems 
• Refine and manage accounting, financial, and HR policies and processes 
• Serve as liaison to outside operation-related vendors including, but not limited to: 

benefits, insurance, IT systems  
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• Oversee and execute key HR functions, including, but not limited to: managing the 
benefits selection and administration process, assisting with employee onboarding, 
tracking vacation and sick time, maintaining employee handbook and employee 
retirement account 

• Other duties as assigned.  
 
Desired Qualifications  
The qualifications required to excel in this position can come from a range of both 
professional and lived experience. Below we've described what we believe to be 
important qualifications for a candidate but we recognize the diversity of experiences 
that can create these skill sets. We strongly encourage you to apply if you believe you 
have what it takes to thrive as ODLT's Finance and Operations Manager. 
 
• Degree in and/or related experience in non-profit bookkeeping, accounting, or a 

similar field.   
• A commitment to ODLT’s mission and strong alignment with our organization’s 

values. 
• A team player with strong communication, diplomacy, and problem-solving skills. 
• Strong organizational skills, with excellent attention to detail.  
• Ability to bring creativity and flexibility to problem solving and a dedication to 

working in a non-profit. 
• Strong spelling, proofreading, grammar, writing, and data entry skills.   
• Proficiency in Quickbooks, Microsoft Office, and Gsuite. Experience with Salesforce 

CRM is a plus. 
• Flexibility, integrity, and highest standards of professionalism and confidentiality. 

 
Working Environment: 
The majority of the work is performed in a general office setting. The job requires the 
capability of working at a personal computer for extended periods. Periodic visits to our 
office in Bend, OR will be required but much of the work can be completed remotely if 
needed and hours can be flexed.  Reasonable accommodations can be made to enable 
individuals with disabilities to perform this role. 

To Apply: 
Please email a PDF cover letter and resume to info@oregondesertlandtrust.org with 
“Finance and Operations Manager” in the subject line.  Applications will be accepted 
until the position is filled.  

Additional information about ODLT can be found on our website at 
www.oregondesertlandtrust.org.  You can also subscribe to our eNewsletter to receive 
updates on our work or read recent articles about our work by visiting the Good Reads 
section of our website. 
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