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Job Description

Financial Administrator

RESPONSIBILITIES

· Perform monthly accounting duties including, but not limited to accounts payable, accounts receivable, general ledger, deposits and bank reconciliations.

· Process monthly payroll for Network employees.  Deposit payroll taxes in a timely manner.  Process federal 941 and state ESC reports quarterly.  Process employee W-2 and agency W-3 forms annually.

· Produce all financial reports for federal and state grants.

· Compile financial records for yearly audit including Federal Single Audit and 990 Tax Return.  Respond to financial inquiries from auditor.

· Prepare annual agency budget for all grants and discretionary funds.

· Prepare monthly financial report for finance committee and participate in finance committee meetings.

· Administer Network employee benefits including retirement and medical insurance.  Negotiate Network health insurance contract annually with health care provider.

· Maintain personnel files for all employees.

· Administer Network’s association health plan for Network members including billing, collection, payment to providers, enrollment and termination of members and negotiating annual contract with health care providers.

· Ensure membership dues are collected from member programs.

· Responsible for compliance with federal and state funding authorities.
· Maintain equipment inventory.
· Maintain all insurance policies and ensure timely renewals.

· Other duties as assigned.

MINIMUM QUALIFICATIONS

A Bachelor’s degree in business administration and three years experience with fund accounting in a progressively responsible accounting position; strong organization and communication skills; ability to work independently and prioritize tasks in a fast-paced office; experience using Quickbooks Pro and Microsoft Office software.  Experience administering computer network systems and troubleshooting computer software and hardware issues desirable.

OTHER INFORMATION
Reports to Executive Director

Full-Time exempt position

Annual Salary - DOE
No more than 20% of the employee’s time must be occupied with non-administrative, executive, or professional tasks.

