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JOB OPENING - Financial Director
Bloomington-Eden Prairie Meals on Wheels
8400 France Avenue South, Bloomington, MN 55431
952-835-1665 blepmn@gmail.com

Job Title: Financial Director
Reports To: Board of Directors
Job Type: Independent Contractor

Summary: Manage accounting and financial control functions for the program.

Essential Duties and Responsibilities include the following:

e Manage payroll, including inputting payroll hours, preparing payroll, submitting for direct deposit,
making state and federal payroll tax deposits. Print payroll reports and maintain payroll file, prepare
quarterly payroll tax returns and file with government agencies. Prepare year end payroll reports and
W-2s and file with government agencies.

e Prepare and file 1099’s annually as required.
e Prepare initial annual budget, adjusting budget after input from Program Director, Board Chair and
Treasurer and prepare final budget to be submitted to the Board of Directors at the January board

meeting.

e Download and reconcile bank statements monthly and forward to Treasurer for review. Prepare
monthly financial reports to be submitted to the Board.

e Work with volunteers to conduct a review of financial documents — receipts and payments and submit
review report to Program Director and Board of Directors.

e Prepare annual 990 tax return and state annual filing with the Attorney General for review by the Board
and present for approval at the April board meeting. File both returns.

e File annual sales tax return and annual renewal with the MN Secretary of State.
e Attend Quarterly Board of Director Meetings and sit on the Human Resources Committee.
e Work with Program Director and Office Coordinator on financial items as needed and prepare additional

reports as requested.

PLEASE SEND RESUME AND LETTER OF INQUIRY ATTN Nita Hughes: E-Mail at blepmn@gmail.com
Or mail to Bloomington Eden Prairie Meals on Wheels, 8400 France Ave S, Bloomington MIN 55431



