
 

SAUGUS FAMILY YMCA   

Job Title: Branch Business Manager  

FLSA Status: Exempt  

Reports to: Executive Director Revision Date: 6/2019 

  

POSITION SUMMARY: 

This position supports the work of the YMCA of Metro North- Saugus Branch, a leading nonprofit, charitable 

organization committed to strengthening community through youth development, healthy living and social 

responsibility. The Branch Business Manager at the Saugus Family YMCA intentionally fosters a cause-centered 

culture that is welcoming and genuine while serving as liaison between the branch department heads and 

members and participants regarding all financial transactions. Primary responsibilities include accounting and 

childcare functions, Annual Campaign support and Executive assistance. The Branch Business Manager also 

ensures the branch follows all business procedures. 

ESSENTIAL FUNCTIONS: 

1. Manages branch accounts receivable. Ensures daily deposits of all cash. Reviews the daily cash 
reconciliation. Reviews and follow ups on returned checks and bank drafts. 

2. Process all accounting forms including but not limited to: purchase orders, invoices and 
reimbursements. 

3. Assists branch staff and serves as the point person at the branch for business questions.  

4. Assists branch staff in annual budget development. 

5. Oversees office functions such as petty cash, office equipment and supplies, etc. 

6. Manages purchasing of supplies for the branch.  

7. Conduct internal audits, accounting studies, analyses and cost studies as required and provide 
recommendations. 

8. Coordinates and supports assigned aspects of the annual support campaign at the branch. 

9. Gathers relevant, valid data to prepare various reports 

10. Maintains regular, clear, and concise communication within area of responsibility. 

11. May assist new staff with onboarding processes. 

12. Complete all other duties as assigned by Executive Director.  

QUALIFICATIONS: 

 Bachelor's degree in related field or equivalent work experience preferred. 

 YMCA Team Leader certification preferred. 

 Two years or more years related business management or office management experience preferred. 

 Understanding of basic accounting concepts and applications including cash reconciliation, accounts 

receivable, and accounts payable. 

 Experience with standard business software and office machines. 



 

The Y: We’re for youth development, healthy living, and social responsibility. 

WORK ENVIRONMENT & PHYSICAL DEMANDS: 

 The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

 While performing the duties of this job, the employee is regularly required to use a computer for 

extended periods of time and be able to communicate using a computer and phone/smart device.  

  The employee frequently is required to sit and reach, and must be able to move around the work 

environment.  

 The employee must be able to walk the building to give tours, as needed. 

 The employee must occasionally lift and/or move up to 15 pounds.   

 The noise level in the work environment is usually moderate.  

REQUIRED TRAINING/CERTIFICATIONS: 

 Redwoods Institute: Child Abuse Prevention & Harassment Prevention 

 CPR, First Aid and AED certifications within 30 days of employment. 
 

 

To Apply; 

Please send resumes to Jen Conway, Branch Executive Director at Jconway@metronorthymca.org 

 

 


