
Position Description 

Administration Manager  
Global Snakebite Initiative USA Foundation Inc.  
Contract Term: Three (3) years  
Location: San Francisco, California (remote work possible)  
Reports to: Executive Director  
Employment Type: Part-time (16-24 hrs/week initially), transitioning to full-time by end year 2 
FSLA Status: Exempt 

Position Summary 
The Administration Manager is responsible for ensuring that the Global Snakebite Initiative USA 
Foundation Inc. operates with full legal, financial, and administrative compliance, and that all 
organizational systems run efficiently and reliably. This role oversees nonprofit compliance, state and 
federal reporting, bookkeeping and financial administration, operational logistics, and liaison with 
regulatory bodies, accountants, and auditors. The Administration Manager is the operational backbone of 
the organization—responsible for the day-to-day administrative, financial, and compliance functions that 
enable the nonprofit to function effectively, meet regulatory obligations, and support programmatic and 
fund-raising activities. This role begins as a part-time position and will expand to a full-time operational 
leadership role as the organization grows. 

Key Responsibilities 
Nonprofit Compliance and Regulatory Reporting 

• Manage all federal, state, and local nonprofit compliance requirements, including IRS, California 
Attorney General, Secretary of State, and any additional states where the organization registers. 

• Prepare and maintain compliance documentation, including annual filings, charitable registrations, 
renewals, and corporate records. 

• Maintain the organization’s compliance calendar and ensure all deadlines are met. 
• Support the Executive Director and Board in meeting governance obligations. 

Liaison with External Agencies and Partners 

• Serve as the primary point of contact with: 

o Internal Revenue Service 
o California state agencies (Attorney General Registry of Charitable Trusts, Secretary of State, 

Franchise Tax Board) 
o Other state regulators as needed 
o Foundation Group, external accountants, auditors, legal counsel, and other providers 

• Coordinate the preparation and submission of required documents and responses. 

Financial Administration and Bookkeeping 

• Manage day-to-day bookkeeping, including accounts payable, accounts receivable, expense tracking, 
and reconciliation. 

• Prepare monthly financial reports for the Executive Director and Board. 
• Coordinate with external accountants on quarterly and annual financial statements, Form 990 

preparation, and audit processes. 
• Maintain accurate and organized financial records in accordance with GAAP and nonprofit standards. 

Operational Planning and Administrative Support 

• Manage operational logistics, including: 

o Travel arrangements 



o Accommodation bookings 
o Banking and funds transfers 
o Vendor management 
o Office systems and subscriptions 

• Support payroll processing, employee onboarding, and HR administrative tasks. 
• Maintain organizational calendars, filing systems, and document repositories. 

Legal and Policy Compliance 

• Ensure compliance with: 

o Federal and state nonprofit laws 
o Employment regulations (in coordination with payroll/HR providers) 
o Contractual obligations 
o Internal policies (safeguarding, data protection, financial controls) 

• Develop, maintain and update the organization’s policy library and operational manuals. 

Organizational Systems and Process Improvement 

• Develop and maintain administrative systems, including digital filing, workflow tools, and 
operational procedures. 

• Identify opportunities to improve efficiency, reduce risk, and strengthen internal controls. 
• Support the Executive Director in operational planning, budgeting, and organizational development. 

Qualifications 
Academic Qualifications 
• Bachelor’s degree in business administration, nonprofit management, accounting, finance, public 

administration, or a related field. 
• Additional certification in bookkeeping, nonprofit compliance, or accounting preferred. 
• Master’s degree or MBA would be an advantage. 

Professional Experience 
• Minimum 5–7 years of experience in nonprofit administration, operations, compliance, or financial 

management. 
• Demonstrated experience with California nonprofit compliance strongly preferred. 
• Experience managing bookkeeping, financial reporting, and working with accountants/auditors. 
• Experience supporting remote teams and distributed operations. 
• Experience with nonprofit CRM, accounting software, and digital workflow tools. 

Key Skills & Competencies 
• Strong understanding of US nonprofit regulatory requirements. 
• Excellent organizational and administrative skills. 
• High attention to detail and accuracy. 
• Strong financial literacy and bookkeeping skills. 
• Ability to manage multiple deadlines and competing priorities. 
• High integrity, discretion, and professionalism. 
• Strong communication and interpersonal skills. 

Key Performance Indicators (KPIs) 
• 100% on‑time submission of all compliance filings and regulatory reports. 
• Accurate and timely monthly financial reports. 
• Clean audit findings and strong internal controls. 
• Efficient and reliable administrative systems. 
• High satisfaction from Executive Director and Board regarding operational support. 
• Successful transition from part‑time to full‑time role with expanded responsibilities.. 



Reporting Lines 
• Reports to: Executive Director 
• Works closely with: 

o Fund-raising and Donor Engagement Manager 
o Program and technical teams 
o External accountants, auditors, and legal counsel 
o Board treasurer and finance committee 

Contract and Compensation 
• Three (3) year renewable consultancy contract  
• Compensation will be commensurate with experience, aligned with US nonprofit sector benchmarks 

for administrative and operations leadership roles in California 
• Adjusted as the role transitions to full-time by end of Year 2 
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