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Status (exempt/nonexempt): Exempt 

Reports to: Director of Finance and Investments 

Supervisory responsibility: None 

Salary range: $70,000-$85,000 commensurate with experience 

Location: Detroit, MI/ Remote 

 

 

ABOUT MCGREGOR FUND 

Founded in 1926 by Tracy and Katherine (Whitney) McGregor, the McGregor Fund is one of the 

oldest grantmaking foundations serving the City of Detroit’s nonprofit ecosystem. Our six-member 

staff work meticulously to fulfill our founders’ mission of “relieving the misfortunes and promoting 

the well-being of humankind” by nurturing relationships with local grantee partners and peers 

that address a variety of basic needs. In June of 2020, McGregor’s board and staff made a public 

commitment to anti-racism that continues to lead and shape all facets of our current and future 

work. This year, our endowment’s valuation reached an all-time high of $233 million, presenting 

our staff and board with opportunities to explore creative ways to reinvest into the community. 

While the foundation operates an office in Downtown Detroit, staff continue to work remotely 

during the COVID-19 pandemic. 

 

 

POSITION SUMMARY 

The Finance & Operations Associate (FOA) provides reliable support for a full spectrum of 

finance-related functions of the Fund while also supporting the Fund’s IT network and other 

administrative and grantmaking operations-related activities. The FOA will work daily 

alongside the Director of Finance & Investments but will have interactions with all members 

of the Foundation, cultivating positive working relationships and open communication. The 

position requires the ability to work through complex investment and tax matters and to 

create reports that clearly and concisely inform to staff and the Board. The FOA is required 

to maintain confidentiality and practice discretion while remaining adaptable and committed 

to continuous improvement. To be successful in this role, the FOA should identify as 

dependable, responsible, and curious with a personal alignment to McGregor’s mission and 

values.  Given the sensitivity of data the FOA will have access to, a high level of honesty, focus 

and integrity will also be expected.  If you can be described as a self-aware, dedicated team 

player who takes responsibility and holds a personal commitment toward racial equity and 

justice, then we invite you to review this announcement carefully and apply or nominate 

someone you know. 

 

https://mcgregorfund.org/anti-racism-statement/
https://mcgregorfund.org/anti-racism-statement/
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Primary responsibilities: 

 

  Finance 

 Aid the Director of Finance and Investments with the finance and accounting 

functions of the Fund including investment accounting, account reconciliation, 

accounts payable, cash flow management and reporting to the board of trustees 

and its committees. 

 Support the Director of Finance and Investments in the preparation of the 990-PF, 

990-T, K-1 Reconciliation, and other state, local and federal tax filings. 

 Support the Director of Finance and Investments in audit preparation.  

 Develop reports and support the development and monitoring of the Fund’s budget 

including necessary research and investigation. 

 Process general and administrative payments, matching gifts and other accounts 

payable in Bill.com. 

 Maintain the Fund’s financial and grant related files and documents in compliance 

with procedures and federal requirements. 

 Support the Director of Finance and Investments by participating in investment 

manager meetings, conference calls, conducting benchmarking research and other 

aspects of investment due diligence as required. 

  Grants Administration 

 Schedule and coordinate grant payments in consultation with the Director of 

Finance and Investments and the program team. 

 Prepare periodic reports summarizing grant payment commitments, grants payable 

for the current and future years. 

 Work with the staff to assure accuracy and effectiveness of the Fund’s Access-based 

grant tracking database. 

 In partnership with Director of Learning and Reporting, track and evaluate grantee 

reports to assess appropriate and full expenditure of grant funds, and document 

any modifications to grant contracts. 

General 

 Work with both the Director of Finance and Investments and the Director of 

Learning and Reporting to support the Fund’s information processing capabilities to 

assure the proper operation of all computer hardware and software with support 

from IT consultant. 
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 Support the information management requirements of the Fund 

 Coordinate contributions for the board materials with the Executive Assistant in the 

development of Trustee meeting materials. 

 Support Director of Finance and Investments with staffing the Investment and Audit 

Committee meetings 

 Coordinate with the Director of Finance and Investments in preparing materials for 

the Audit and Investment Committee meetings of the trustees.  

 Work with the staff and consultants to support web site content updates and annual 

report development. 

 General office support and other duties as directed by the Director of Finance and 

Investments or the President. 

 

Qualifications 

 Minimum Bachelor of Science or Bachelor of Arts, with a degree in accounting or 

finance strongly preferred. 

 Minimum 2 years of experience in accounting, tax or finance preferred.  

 Excellent technical support skills including word processing, spreadsheet, database, 

accounting software, and data entry.  Microsoft Office experience required. 

 Proficiency with QuickBooks preferred. 

 Experience with Bill.com preferred. 

 Interest in computer networks and technology preferred. Must have high aptitude 

for learning new technology platforms and processes. 

 Experience working remotely required. 

 Aptitude for organizing tasks, managing time and prioritizing projects. 

 High standards regarding accuracy and attention to detail. 

 Ability to work effectively and efficiently with staff and adjust to changing priorities. 

 Ability to work autonomously with little direction.  

 Outstanding integrity, judgment, initiative and motivation. 

 Deep interest in community and public affairs, particularly in the City of Detroit.  
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Benefits: 

 100% employer paid medical coverage through Blue Cross Blue Shield plus 

employer reimbursed medical expenses 

 Flexible Spending Account with employer match 

 Vision coverage stipend 

 401(k) plan through Fidelity with 4% employer match plus 6% annual profit sharing 

contribution 

 Financial planning assistance through retirement plan fiduciary 

 Disability and life insurance 

 Employee assistance program  

 Generous PTO allowances including Summer half-day Fridays and Winter recess. 

 Employer-paid professional development 

 Tuition reimbursement program 

 Technology stipend 

 2:1 charitable matching gift program  

 Remote work options 

 Company credit card  

 Private office access 
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COVID-19:  At present, the McGregor Fund is operating on an entirely remote basis with 

staff having the option to work in the office on a volunteer, scheduled basis.  Our offices 

will reopen for regular hours once case counts are deemed safe.  At that time, a hybrid 

schedule is anticipated such that working 2-3 days per week in the office may be required.  

Applicants should expect to commit to a fixed daily work schedule in order to ensure 

close collaboration with others on staff. 

 

How to Apply:  Applications and referrals for this position will be accepted until a suitable 

candidate is selected. To submit your online application, please visit 

www.mcgregorfund.org/careers. To submit your application via email, please send your 

cover letter and resume as PDFs to careers@mcgregorfund.org with “Finance & 

Operations Associate Application - First and Last Name” in the subject line.                            

For questions regarding this position, please email careers@mcgregorfund.org. 

 

McGregor Fund is an equal opportunity employer with a strong institutional 

commitment to the recruitment and retention of a diverse and inclusive staff. We 

encourage people who have lived and/or worked in Detroit, and who have first-hand 

experience with housing instability, food insecurity, or other conditions that are the 

center of our work, to apply.  

 

Due to the anticipated volume of applicants, we will only be contacting applicants 

with whom we intend to schedule a phone screening. 

http://www.mcgregorfund.org/careers
mailto:careers@mcgregorfund.org
mailto:careers@mcgregorfund.org

