
Blue Star Mothers of America Inc.

National Finance Committee Chairwoman

Appointed Position
Position summary  
Oversight and facilitation of the National Finance committee working and responding with and to the National President to insure the Corporation is financially accountable and that it operates within the bounds set by the IRS for non-profit organizations exempt from taxes under the 501(c) (3) of the IRS, including the established BSMA Inc. National financial policy regarding inflows and out flows from the National Treasury follow best practice and SFAF accounting where applicable to organization. The National Finance Committee Chair must have a working knowledge of all BSMA governing documents, proper understanding of the sequence of the governing documents and relative federal requirements
Major responsibilities:  
· Lead in National oversight committee tasks
· Conduct the first Finance Committee meeting in September to ensure all committee members understand the Financial Policy and all budget allocations.

· Assignment of the committee member to record minutes of the meeting following parliamentary procedure minutes recording protocol

· Hold routine meetings that necessitate the need

· Filing receipts, invoices and requests for reimbursements
· Recommendations to the National President for approval or disapproval of expenditures outside of the boundaries set within the National BSMA Inc. National Financial Policy.

· Good Stewardship regarding the use of the National teleconference line when conducting committee meetings.

· Checking email preferably daily for issues that require committee recommendations.

· Work closely with National Financial Secretary and the National Treasurer including all committee members to assist in preparation of the yearly national budget for presentation to the NEB and finally to the Convention Body.

· Ensure minutes are taken for every committee meeting and sent to the National President
· Yearly review of the national financial policy preparing a report for the National Executive board for any recommendations for improvements.

· Keeping the National President apprised of financial issues that may need attention, recommendations for approvals or disapprovals of expenditures.
· At the direction of the National President Meet to prepare reports for the National Executive board’s approvals to meet National Convention Deadlines.
· Meeting with the committee for a yearly review of the national 990 and Audit.

· Prepare the yearly Finance Committee report for presentation to the Convention Body.
· All other tasks as assigned by the National President as needed or required. 
Key capabilities: 
· Computer proficient.  

· Proficiency in Microsoft Word.

· Proficiency in Microsoft Excel.
· Excellent organizational skills

· Excellent filing skills
· Proficient at researching financial issues

· Excellent oral, written and email communication skills

· Responsive to questions and assigned tasks

· Ability to prepare a meeting agenda.
· Ability to work well in a team environment
· Meeting facilitator skills

· Knowledge of Parliamentary Procedure Meeting Protocol.

· Knowledge of best practice and SFAF accounting.  

· Ability to produce reports, utilizing her read only log-in to the National QuickBooks online accounting software and pulling reports from Quick Books when needed as well as reviewing the QuickBooks ledger periodically. 

· Knowledge of best practice and SFAF accounting

Interdependencies with other functions:   
· National President
· All committee Members

· National Treasurer

· National Financial Secretary

· All other Members of the National Executive Board

· National Convention Body

Reporting relationships:  
· National President

· All Committee Members

· National Executive Board Officers

· National Convention Body

· Requires at least a 60 day commitment to be available after her term ends to inform and train the newly appointed Finance Committee Chair.
Time Required per week: 
Varies, can be very busy at certain times of the year to meet deadlines for reports, time devoted to answering email, conducting meetings, planning meeting agendas from an average of a few hours, to 20 hours a week.
Length of Commitment:  
One BSMA term Year. This is a appointed position, that requires approval of the National Executive Board to include NEB approval of all other committee members to serve on the committee aside from the National By-laws requirement that the National Treasurer and National Financial Secretary are to serve on committee.
Key performance indicators:  
· Timely reporting to the National President relative to all committee tasks that ensure the Corporation stays Financial Sound, keeping with the IRS guide lines, and the Financial Policies.
· Timely responses to questions from the National President and committee members.

· Timely review of Finance Committee email correspondence

· Timely recognition of requests, tasks and any other conditions that necessitate convening a Financial Committee Meeting.

· Timely meeting agenda preparation

· Meeting required reporting and National Finance Committee deadlines that are required for the BSMA term year.

· Readiness and planning for submitting the final reports for the NEB and for presentation to the Convention Body required and relative to all tasks of the Financial Committee for the BSMA term year.
