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FINANCE & OPERATIONS MANAGER 
JOB DESCRIPTION 
 
For more than 35 years, Performance Space 122, a not-for-profit 
based in New York City, has been recognized as an innovative 
local, national and now international leader in contemporary 
performance. We provide incomparable experiences for 
audiences by presenting and commissioning artists whose work 
challenges their expectations for live performance and inspires 
them to think critically about the world. We are dedicated to 
rigorously supporting artists from diverse genres, cultures and 
perspectives. We believe that when artists are given the freedom 
and security they need to take aesthetic risks, the artists are able 
to hone their creative voice and make distinctive works of art that 
transform audiences. 

 
Currently PS122 is in the midst of one of the most radical transitions of our history — a 
complete renovation of our home in the East Village. As we prepare to move back into 
our renovated spaces, we are building our capacity and expanding our staff to ensure 
we can realize our ambitions for the future. This is a very exciting time for PS122 and 
for our community of artists and audience members. 
 
POSITION  
 
Performance Space 122 seeks a passionate and proactive individual to fill the full-time 
position of Finance and Operations Manager with the primary responsibilities of 
supporting the following areas: finance, business planning, budgeting, human 
resources, operations and IT. PS122’s Finance and Operations Manager will report to the 
Managing Director and work collaboratively with the rest of the staff including 
programming, production and external affairs.  Candidates must have strong financial 
management skills, a good understanding on non-profit business practice, and a love 
for the arts, as well as the ability to work independently and think creatively. 
 
RESPONSIBILITIES 
 
Financial Management  

-  Working in conjunction with the Managing Director, oversee and lead the annual 
operational budget and planning process; communicate variance to all 
department budget managers; and in conjunction with the Managing Director, 
assess when budget adjustments are necessary.  

-  Oversee all financial and related legal and tax record keeping.  
- Analyze and present financial reports in an accurate and timely manner, clearly 

communicating quarterly financial statements and capital budget to the Board 
of Directors, the Managing Director and the Artistic Director.  

-  Manage organizational cash flow and forecasting 
-  Manage and coordinate quarterly report with the Finance Committee of the 

Board. 
-  Coordinate and lead the annual audit process, liaise with external auditors, and 

the Audit Committee. 
- Develop, implement, evaluate and maintain financial policies and standards to 

ensure adequate controls and adherence to applicable federal and state 
regulations. 

-  Evaluate and improve internal financial systems as needed. 
- Maintain necessary technical skills to insure compliance with emerging 

regulations, accepted nonprofit accounting principles, and reporting standards. 
 
Human Resources 

-  Further develop the organization’s human resources, enhancing professional 
development, compensation and benefits, performance evaluation, training and 
recruiting. 



-   Manage and administer all employment benefits such as Health, Dental, Vision, 
Life Insurances, transitchek benefit and 403b plan.  

-  Manage all payroll processing. 
-  Educate staff and new recruits on PS122 HR policies and ensure compliance.  
 

Operations & Facil ity Management  
-  Working closely with the Production Manager on all aspects of Facility 

Management to ensure a safe, functional and professional work environment 
and that all PS122 public areas are presentable and professional at all times. 

- Ensure the organization is in compliance with all relevant laws and regulations 
and all documentation is filed in a timely manner.  

- Ensure the organization is adequately protected by maintaining suitable 
insurance policies.  

- Oversee IT management, ensuring IT equipment, software and systems are in 
efficient, secure and in good working order available for operational use and 
adequately backed up.  

-  Working closely with the Production Manager for all space rental negations, 
contracts, and uses.  

 
Fundraising 

-  Develop grant application budgets and produce all financial reports for 
compliance reporting. 

-‐ Oversee proper allocation and administration of restricted grants and 
donations. 

-‐ Track all donor-restricted expenditures to ensure compliance with any 
grant/gift agreements. 

 
 
REQUIREMENTS: 

 
-  Successful candidates must possess excellent interpersonal and communication 

skills. The ideal candidate should be entrepreneurial, supportive of creative 
processes and open to innovative approaches.  

- Minimum of 5 years of financial and accounting experience and at least 3 years 
in nonprofit financial management.  

-  In-depth knowledge of non-profit arts administration is essential, knowledge of 
contemporary performing arts and performing arts sector in preferred.   

-  BA in business administration or equivalent in work experience required, 
Masters degree in arts administration preferred.  

-  Proficiency with QuickBooks Pro, Microsoft Office (Excel, Word, and Power 
Point) and Googledocs/Google sites is required. Additional working 
understanding of common donor database (CRM) solutions is also desirable. 

- Familiarity with contemporary performance arts and Performance Space 122’s 
programming 

- Familiarity with New York City’s East Village/Lower East Side neighborhoods 
 
PS122 is committed to creating a diverse and inclusive environment and is proud to be 
an equal opportunity employer offering competitive salary and full benefits. Applicants 
from populations underrepresented in the theater field are strongly encouraged to 
apply. All qualified applications will receive consideration for employment without 
regard to race, color, religion, gender, gender identity or expression, familial status, 
sexual orientation, national origin, ability, age, or veteran status. The Finance and 
Operations Manager position will commence immediately. 
 
To apply, please submit your resume, a cover letter and 3 references to 
office@ps122.org, with “Finance and Operation Manager” in the subject field by 
February 26, 2016. Please note, only those selected for interviews will be contacted. 
 
 


