
Blue Star Mothers of America Inc.

National Financial Secretary
Elected Position

Position Summary

The National Financial Secretary must: receive and deposit all money to the national treasury bank account (inflows); transmit all bills to be paid with the authorization of the President, NEB and Finance Committee. The National Financial Secretary must maintain records of all inventories and fill orders for supplies; maintain accurate financial records; submit monthly financial reports with the National Treasurer. The National Financial Secretary must have a working knowledge of all BSMA governing documents, proper understanding of the sequence of the governing documents and relative federal requirements. The National Financial Secretary must carry out all other duties as needed.
Major responsibilities:

The Financial Secretary must have either served as a Financial Officer in a Department or Chapter or have a documented advanced accounting background (and can show proof), or is a CPA.  The position requires knowledge, commitment and best practice accounting following IRS 501c3 guidelines as a fiduciary of a non-profit charity, efficient and accurate entry into the Quick Books Online Accounting software, as well as prior service for at least one chapter or department term year demonstrating excellent past performance in best practice financial recordkeeping.

Financial Secretary must:

1. Receive, deposit, and record all funds received by the organization, whether funds are electronic or paper-based.  Copies of items deposited must be kept and filed with bank-issued deposit receipt. Notations in QuickBooks to show from whom and where deposits are from.
2. The records must identify the donor, or organization, and be recorded in the correct income, expense or balance sheet categories

3. Specifically, funds due to chapters and departments must be maintained

4. Receive all invoices, either directly from the vendor (preferable), or from the Officer receiving the invoice

5. Copies of all invoices will be immediately scanned and forwarded to the members of the Finance Committee and the National President for approval.

6. After approval of the invoice, the National Financial Secretary will receive from the National Treasurer the payment, with a copy of the invoice and a pre-addressed stamped envelope for mailing.  Upon receipt, the National Financial Secretary will review the check for accuracy, countersign and forward to the merchant/requester.

7. Pre-authorized payments will be made by the Treasurer electronically.  It is the responsibility of the National Financial Secretary to review all bookkeeping entries to ensure accuracy and timeliness of payments.

8. Maintain accurate financial records and prepare special reports as requested.

9. Working with the National Treasurer, submit monthly financial reports to all members of the NEB, to include copies of bank statements, bank reconciliations, profit and loss, balance sheet statements and a listing of all distributions made from the bank account.

10. Respond to the National Presidents requests to select an Auditor, submit financial information for the CPA to file the annual 990 tax return to the IRS. Respond to the National Presidents requests for providing financial data for the 990 tax return and allow the CPA to visit her home to inspect the inventory.
11. Manage the Federal Express Shipping Account, ensuring pickup and delivery of required shipments

12. Maintain and report EIN numbers to the IRS the Master for all Chapters, Departments and Auxiliaries that are listed under our 501c3 desigation.
13. Participate in all National and appropriate Committee meetings, including teleconference calls.

14. Perform all other duties, as requested by the National President.

The National Financial Secretary is also responsible for the National Online Store Inventory and Sales and must:

1. Ensure that adequate inventory is maintained at all times, while balancing the projected needs of members with available funds.

2. Maintain and store all inventory in a clean and safe environment, ensuring that the quality of the items are retained.

3. Establish a separate, Excel inventory control worksheet, detailing items available after each mailing

a. Periodically, conduct a random audit of the inventory, using another Chapter member for certification

1) Process all online store requests in a timely manner, generally once a week.

a) If a check is used as the payment, fill the order and note on the order sheet the following, with checks marks, when the items are mailed:

(a) QuickBooks updated

(b) Inventory updated

(c)      Date mailed

b) When items requested are back-ordered, note on the order form if a partial shipping occurred and retain back orders in a separate folder

c) When payment is made electronically, wait until the transaction appears on the bank statement.  Then, using the merchant card processing reports, identify each transaction (could be a store purchase or a membership), print the store order forms and fill the orders.  Quickbooks requires specific information on each transaction that is a part of the total deposit.  Merchant card processing charges must be deducted for all deposits and tracked separately.

4. Maintain an adequate supply of mailing materials (envelopes, boxes, bubble wrap, etc) so that orders can be filled.

5. Research and determine the most cost-efficient mailing device to send out the orders

6. Maintain all Post Office receipts and submit to the Finance Committee and the National President for review; the National Treasurer will issue a check for reimbursement.

7. All other expenses must be detailed by type and submitted to the Finance Committee and National President for approval.

8. Perform all other actions that are necessary to carry out the duties of her office, including the research and evaluation of new items

9. Prepare and distribute all store-related inventory reports as requested.

Key capabilities:

· Member in good Standing
· Prior service as a financial officer for at least one chapter or department term year demonstrating excellent past performance in best practice financial recordkeeping
· Computer Proficiency

· Proficient Knowledge of Microsoft Excel

· Proficient Knowledge of Microsoft Word
· Ability to become Proficient in Quick Books Online Software
· Excellent Communication skills, oral, written, phone, email
· Knowledge of best practice accounting and SFAF following IRS 501c3 guidelines

· Understanding of her role and duty as a fiduciary of a non-profit charity
· Ability to proficiently use the National BSMA Database and QuickBooks to input data and pull data for reports
· Ability to work in a team environment

· Participate in meetings 
· Professionalism at meetings and when interacting with all members
· Participation in meetings following Parliamentary meeting protocol
Interdependencies with other functions:

· National Treasurer
· National Finance Committee

· National Finance Committee Chair

· National 1st Vice President

· National President

· National Webmaster

· Chapter and Department Financial Officers

Reporting relationships:

· Monthly National Executive Board Meetings
· National Finance Committee
· National President
· National Treasurer

· National First Vice President

· National Yearly Auditor

· Submit Articles to the National Second Vice President for the Quarterly Newsletter

· Assist National Convention Committee with Convention Registration needs and assistance
· Timely and thorough accounting for transition of all financial files, and corporate property to the next elected National Financial Secretary
· Requires at least a 60 day commitment to be available after her term ends to inform and train the newly elected Financial Secretary.

Time required per week:

20 hours/week in general and additional time required during membership renewals and preparation and participation in the National convention

Length of Commitment:

One year upon election; may serve two elected terms consecutively or non-consecutively
Key performance indicators:

· Timely preparation and distribution of all monthly financial reports
· Timely preparation and distribution of monthly inventory levels
· Budget variance analysis

· Timely ordering replacement items for the online Store

· Timely shipments for orders from the BSMA Inc. Online Store and fundraising items

· Demonstrated skill at researching and evaluating replacement vendors when they are no longer available or the need arises for replacement 
· Demonstrated skill at research for utilization of economical shipping methods when fulfilling orders from members, chapter and department orders from the BSMA sales inventory
· Interactive and productive participation in the team NEB environment

· Attendance at National Executive Board Meetings
