3/16

INITIATIVE FOUNDATION

Position Description

Assistant Controller/Accountant
Salary Range:

C
Status:


Full-time, Non-Exempt

Reports To:

Chief Financial Officer/Treasurer
Direct Reports:

Temporary Workers (as needed)
Teams:


Staff, Finance & Operations, Information Systems, Program (as needed), Turn Key Funds
Position Summary:  This position serves as lead accounting staff and provides executive support to the CFO/Treasurer. Responsible for handling essential aspects of the organization’s financial records, regularly recording financial transactions, tracking grants receivable/deferred revenue balances and preparing a diverse range of reports and reconciliations. Provides extensive support related to the annual audit. Produces bi-weekly payroll, including compilation of personnel allocations and supplemental schedules and journals. Provides support to the Investment and Audit Committee. A strong commitment to the vision, mission and values of the Foundation is essential as we work together to serve the communities of central Minnesota. 
Responsibilities:
1. Finance & Accounting (65%):  Produces an array of financial and funder reports; tracks deferred revenue/revenue recognition/grants receivable schedules. Conducts a number of monthly account reconciliations. Maintains hard files on finance related funds, consultants, and special projects. Deposits cash receipts daily. Handles logistics for Investment & Audit meetings; transcribes meeting minutes.  Provides extensive work product for the annual audit.
2. Payroll  (25%):  Prepares bi-weekly payroll for submission to payroll service, reconciles benefit hours, produces personnel cost allocations, and compiles reports for benefit plan testing.  Interfaces with payroll service regarding system issues or updates. Monitors timely submission of required reports including W-2s, quarterly 941’s, payroll tax payments, etc.  Produces journals for recording payroll transactions in NetSuite.  

3. General Duties/General Office Support (10%):  Completes other duties as assigned by the Chief Financial Officer/Treasurer or members of the Leadership Team. Maintains a working knowledge of office systems and processes. Serves as a “super-user” for NetSuite and as back-up for the following core functions: IT emergencies, HR functions within Infinity, credit card payments, GiveMN payments, new pledges set-up, accounts payable and loan payment posting in Portfol.
Knowledge, Skills, and Abilities:  Position requires nonprofit fund accounting experience, complex data base administration and navigation; strong aptitude for working with numbers; strong communications, writing and reporting skills; administrative and fund accounting practices, refined critical thinking and problem solving skills; customer service skills; ability to work both independently and in a team environment; and ability to maintain a positive attitude and high level of accuracy and attention to detail in a fast paced, professional environment.  
Minimum Requirements:  Position requires Bachelor’s in accounting or related and three years’ experience in accounting or equivalent combination.  Position requires a valid driver’s license and insurance coverage or access to reliable transportation. 
How to Apply:  Competitive salary and benefits package.  Visit www.ifound.org for an application form.  Application (required), cover letter, and resume must be received by April 1, 2016 to:  Initiative Foundation, 405 First Street SE, Little Falls, MN 56345.  EOE.
