
 
 
 
 
 
 
 
 
 

The Oak Spring Garden Foundation (OSGF) seeks a Director of Finance, Personnel and 

Administration to help shape and advance the Foundation’s financial management and 

human resources systems. S/he will provide central coordination and management of all 

financial, personnel and administrative matters, ensuring fiscal and legal accountability, 

appropriate policies and oversight, and accurate analysis and reporting. 

 

We are seeking an energetic, thoughtful, and positive team player that is eager to 

problem-solve during the exciting start-up phase of the Foundation. S/he will work 

closely with the President, provide oversight and supervision of administrative staff, and 

coordinate key external consultants including accountants, bank officials, legal teams and 

investment advisors for a substantial endowment. 

 

The job is based in the former residence of Paul and Rachel Lambert Mellon, on 263-

acres of meadows and woodland in rural Upperville, Virginia. S/he should have an 

interest in the mission of OSGF, which is to perpetuate and share Rachel Lambert 

Mellon’s home, garden, estate and Library to serve the public interest. The Foundation is 

dedicated to inspiring and facilitating scholarship and public dialogue on the history and 

future of plants, including the culture of gardens and landscapes and the importance of 

plants for human well-being. www.osgf.org. 

 

We recognize that our work is strengthened by our diversity and we welcome and 

actively seek applications from people of all cultures, backgrounds, and experiences. 
 

 

  

http://www.osgf.org/
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OAK SPRING GARDEN LLC 

 

POSITION DESCRIPTION 

 

DIRECTOR OF FINANCE, PERSONNEL AND ADMINISTRATION   

 

Position Title:  

Director of Finance, Personnel and Administration.  

 

Department:  

Department of Finance, Personnel and Administration. 

 

Reporting:  

Reports to the President of the Oak Spring Garden Foundation. 

 

Employment Type: 

Permanent position after three- and six-month reviews. 

 

Hours:  

Full-Time, Exempt. 

Days and hours of work are generally Monday to Friday 8am to 4pm.  

Weekend and holiday working day sometimes required. 

 

Supervisory Role: 

Supervises Department of Finance and Personnel. 

 

Work Environment: 

Mainly indoors – but requires occasional outdoor working in a rural environment. 

 

Position Overview:  

Provides central coordination and management of all financial, personnel and 

administrative matters for the Oak Spring Garden Foundation (OSGF) and the Oak 

Spring Garden LLC (OSG-LLC), ensuring fiscal and legal accountability, appropriate 

policies and oversight, accurate analysis and reporting, and seamless integration between 

the functions and systems of OSGF and OSG-LLC, including in information technology. 

Represents OSGF and OSG-LLC to key external consultants and other important 

stakeholders.   

 

To Apply: 

Please email a copy of your resume and a cover letter to Elliott Small, Creative Financial 

Staffing: esmall@cfstaffing.com 

 

  

mailto:esmall@cfstaffing.com
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Essential Responsibilities & Functions: 

Provides leadership and oversight of all financial matters, while also acting as the 

primary liaison between OSGF and OSG-LLC and their relevant banks, local 

accountants, investment advisors, and auditors. 

 

Responsible for financial monitoring of all personnel costs, including salaries, benefits, 

workers compensation and all other relevant expenditures. 

 
Responsible for working closely with the Head of Facilities on the annual development 

and presentation of the capital budget, including multiyear projections and preparations 

for future capital expenditures. 

 

Responsible for reviewing and ensuring value for money of all contracts for goods and 

services. 

 

Responsibility for developing and implementing a contracts and financial management 

system that ensures that the management of programmatic and other expenditures and 

that payment, billing and collection schedules are adhered to aligned with budgets. 

 

Responsible for the preparation, presentation and ongoing monitoring of the accurate and 

timely budgets, financial reports and cash flow analyses of OSGF and OSG-LLC, for the 

President and for the Board of Trustees.   

 
Responsible for developing a full suite of appropriate financial and personnel policies, 

ensuring necessary communication to staff and training, in order to assure financial 

accountability and prevention of conflicts of interest and fraud. 

 
Oversees the review and audit function and liaises with external auditors to ensure a clean 

audit and compliance with appropriate standards and regulatory requirements. 

 

In consultation with the President and the Board of Trustees develops appropriate 

investment policies and guidelines, including those relating to the annual draw from the 

endowment.  

 

Responsible for the ongoing oversight and tracking of the Oak Spring Garden investment 

portfolio, and serves as the primary liaison with OSGF external investment advisors and 

the managers of the OSGF Custody Account. 

 

Together with the President is the primary liaison with the outside legal counsel of OSGF 

and OSG-LLC, and bears responsibility for assuring that OSGF and OSG-LLC meet all 

regulatory and tax filing requirements. 

 

In coordination with the local accountants of OSGF and OSG-LLC prepares the annual 

990-PF for submission to the IRS while ensuring that OSGF meets it’s charitable 

expenditure requirements each year. 
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Provides leadership and oversight of all personnel matters, while also acting as the lead 

liaison between OSGF and OSG-LLC and human resources and benefit consultants. 

 

Together with the President bears responsibility for assuring that OSGF and OSG-LLC is 

in compliance with all appropriate regulations that apply to personnel. 

 

Working with the appropriate supervisors ensures that all employees have appropriate 

personal development and training plans. 

 

Together with the Head of Facilities provides leadership and oversight of information 

technology (IT) capacity, including IT equipment, IT security, software and IT systems 

assuring that such systems meet the essential needs of the OSG-LLC staff. 

 

Responsible for maintaining OSGF and OSG-LLC documents and archives, especially in 

relation to legal requirements for documentation and document retention. 

 

Works with all employees to create a supportive work environment, based on mutual 

respect, which also encourages individual initiative and strives for continuous operational 

improvement.  

 

Other responsibilities as assigned by the President. 

 

Required Experience/Education: 

 

Minimum of a bachelor’s degree in finance, MBA, MPA, CPA qualification, or 

equivalent experience in accounting or a related field. 

 

Seven to ten years of experience working with general ledgers, financial analysis and 

operations management experience.  

 

Experience in management and supervisory roles.  

 

Required Skills and Abilities: 

 

Strong commitment to the mission of OSGF. 

 

Demonstrated management and leadership skills, including the ability to collaborate with 

diverse people and organizations. 

 

Excellent organizational skills and attention to detail. 

 

Superb verbal and written communication abilities, with excellent presentation skills. 

 

Consistently excellent judgment, including especially strong interpersonal skills.  

 

Demonstrated problem-solving ability and capacity for complex decision-making. 
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Personal qualities of commitment, credibility and integrity, with a “can do” attitude. 

 

Effective time-management and results orientation. 

 

Strong commitment to effective teamwork and the delivery of results, at high levels of 

excellence. 

 

Familiarity and facility with financial software and the advanced capabilities of 

QuickBooks. 

 

Expertise with word processing, scheduling and electronic communications software.  

 

Preferred Experience and Skills: 

 

Qualification as CPA with experience of working in a not-for-profit context, especially in 

private foundations.  

 

Broad connections in the accounting world, as a basis for drawing on experience of peers 

and colleagues, especially in the foundation world. 

 

Strong background knowledge of foundations and contact with appropriate peers in the 

foundation world  

 

An interest in, and knowledge of, botanical, horticultural, landscape or environmental 

issues. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Oak Spring Garden LLC is an equal opportunity and affirmative action employer 

 

The Oak Spring Garden LLC is funded by the Oak Spring Garden Foundation (OSGF). The mission of 

OSGF is to perpetuate and share Rachel Lambert Mellon’s home, garden, estate and Library to serve the 

public interest. The Foundation is dedicated to inspiring and facilitating scholarship and public dialogue on 

the history and future of plants, including the culture of gardens and landscapes and the importance of 

plants for human well-being. OSGF is located on 263-acres of land in rural Upperville, Virginia. 

www.osgf.org. 

http://www.osgf.org/

