
 
 

 
Job Title: Procurement Manager 

Position Summary: 
The Foundation is seeking a Procurement Manager with a nonprofit background in procurement and 
payables management, capable of working independently, and who works well cross- functionally with 
other teams to execute and facilitate data flow from the Business Units to Finance and to help shape the 
future business processes of the Foundation’s procurement model. Reporting to the Controller, this role 
will be directly responsible for the data collection of authorized commitments throughout the 
Foundation, maintaining a reporting of the future commitments and supervising the payables and 
payment processing function and third-party support management. This role will be looked to as the 
subject matter expert in the procure to pay process. 
 
Primary Duties & Responsibilities:  

• Oversee Commitment Planning, and the efficacy of the invoicing and payments process; this 
includes reconciling requisitions for payments of Grants Payables and vendor Accounts Payables 
to outstanding commitments, as well as reviewing and approving invoices and payments to 
ensure on time performance. 

• Support the Fox Central Finance group in implementing best practices and procedures around 
accounts payable and procurement processes and have an influencing hand in the steps towards 
system implementation and post implementation. 

• As the on-staff expert of the procurement cloud service, responsible for anticipating business 
unit output needs (ex: expiring commitments) reviewing and approving commitments within the 
system, and output reporting (ex: creating dashboards). 

• Build effective relationships with internal stakeholders and suppliers and be considered a 
trusted advisor. 

• Create guidance toolkits for the Foundation’s accounts payable and procurement processes, 
including but not limited to, tax documentation, vendor vetting, and accounting data points (ex: 
prepaid expenses and capitalization). 

• Craft policies and procedures around procurement and commitment planning and ensure 
adherence to these policies and procedures. 

• Forecasting future commitments to inform cash management strategies and collaborating with 
the Financial Planning and Reporting team to produce multiyear forecasts. 

• Support the Foundation’s partnership culture by providing strong and effective internal 
communications with staff across the Foundation regarding expiring commitments and 
providing ample time to ensure necessary renewals. 

 

Qualifications and Skills: 



• Bachelor’s degree or higher with a focus on Accounting, Finance, or Supply Chain,  
• Expertise using accounting and financial management software such as NetSuite and Coupa and 

procure-to-pay (P2P) platforms 
• Knowledge in U.S. GAAP (Generally Accepted Accounting Principles) 

 
Salary and Benefits: 
The salary range for this position is $95k - $115k.  In addition to salary, The Michael J. Fox Foundation 
for Parkinson’s Research (MJFF) offers a comprehensive benefits package, including: 

• 15+ options for medical insurance (with MJFF paying 90 percent of the premiums) 
• Competitive dental and vision plans 
• 401(k) plan with 6 percent employer contribution 
• Flexible spending accounts 
• Employer paid life and disability insurance  
• 18 days Paid Time Off (PTO); 12 Well-Being (Sick) Days; 1 Floating Holiday; summer Fridays 

(office closure at 2pm) and a summer holiday week over July 4.   

Employees are also eligible for a discretionary bonus on an annual basis. MJFF provides staff and 
leadership cultivation through regular training courses and events. The Foundation values workplace 
flexibility, with staff and leadership working together to determine when, where and how programs and 
projects get done. 
 
How to Apply:  
Interested candidates should submit a resume and thoughtful cover letter describing their specific 
qualifications and interest in the position.   
 
About Us: 
The Michael J. Fox Foundation for Parkinson’s Research (MJFF) was founded in 2000 with one clear 
objective: accelerating meaningful therapeutic advances and, ultimately, a cure for Parkinson’s disease 
(PD). The Foundation applies extraordinary scientific, business and media assets to this singular focus—
thus creating a unique and dynamic organization. Since inception, MJFF has quickly grown into the 
largest nonprofit funder of Parkinson’s disease research, having funded over $1.5 billion in research 
projects in both academic and industry labs worldwide. 
 
Visit www.michaeljfox.org for more information. 
 
Vaccination Statement  
At The Michael J. Fox Foundation (MJFF), the health and safety of our team and our community is a 
priority. MJFF has made the decision to require all staff receive the COVID-19 vaccine as a condition of 
employment. Successful applicants for this position must be fully vaccinated by date of hire and proof of 
vaccine is required. Full vaccination is defined as two weeks after both doses of two-dose vaccine or two 
weeks after a single-dose vaccine has been administered. Anyone unable to be vaccinated, because of 
medical or religious reasons, can request a reasonable accommodation for consideration. 

 
MJFF is an equal opportunity employer. The Michael J. Fox Foundation strongly encourages 



applications from individuals who will contribute to our efforts to build and support a diverse, 
equitable and inclusive workforce. Diversity may refer to characteristics including, but not limited to, 

race, religion, ethnicity, sex, gender identity, sexual orientation, socioeconomic circumstance, 
geographic background, ability and disability, political ideology and age. 

 


