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HISTORIC FORT WORTH




Organization:  Historic Fort Worth, Inc.
Position Title:  Business Administrator 

Basic Function:



Responsible for the administration of all financial and insurance 



transactions and the management of employee benefits.   Is proficient in 


all technology skills needed to generate reports about these areas to the 


Board of Directors.  Is a key component of the financial management team 

and plays the lead role of the financial system of checks and balances.  Is 

also responsible for maintaining HFW membership and other fulfillment tasks through the use of our data base.
Reports to:
Executive Director of Historic Fort Worth, Inc.

Position Qualification Guidelines:



A college degree is preferred in any discipline with specific or additional 


training in financial management.



Must be proficient at QuickBooks as well as Microsoft Office products.  

Must also have ability to learn new software, such as Little Green Light, 

our data base software.



Demonstrated ability to work in harmony with a variety of people, and to 


interface professionally with the various publics connected to Historic Fort 

Worth, Inc.  



Must have an appreciation for the mission of Historic Fort Worth, Inc.



Must have a strong attendance record since this is a small working office.



Self-directed and self-disciplined to work independently, yet of sound 


judgment and practical approach to assure good working relationships 


with all interested parties including the Board of Directors and Executive 


Director of Historic Fort Worth, Inc.



A team player who understands and practices service, support and client 


satisfaction concepts required for decision by consensus vs. decision by 


dictate.

