Western District Conference – Staff Position Description

Position Title: Business Manager
FTE and compensation type: 20 hours/week (half-time), hourly, non-exempt

Start date: July 10, 2023 

Benefits: Health, life and disability insurance; pension; paid time off.
Reports to: Conference Minister

Western District Conference description: Western District Conference (WDC) is a regional grouping of congregations in Mennonite Church USA.  WDC is composed of congregations in Nebraska, Kansas, Oklahoma and Texas.  The conference mission is to empower Anabaptist/Mennonite congregations to Witness and invite others to faith in Jesus Christ, Dwell in just and loving relationships, and Connect to God’s mission in the world. Our core tasks are sustaining transformational pastors, resourcing healthy missional congregations, and networking Anabaptist church planting partnerships.

Responsibilities:

Managerial Duties:

1. Be overall manager of finances of the conference, in accordance with WDC policies 
2. Manage insurance records

3. Serve as staff liaison to Stewardship Commission and Trustees
a. Manage investments

b. Work with Trustees to handle WDC Revolving Fund loans
c. Manage rental contract for WDC offices
4. Initiate and monitor the annual budget preparation

5. Inform WDC membership of the financial needs of the conference

a. Work with Executive Board and Stewardship Commission on fundraising

b. Assist Administrative Assistant in maintenance of donor mailing list
c. Report budget information and previous year financial information at Annual Assembly
6. Prepare financial records for archives

7. Assist Conference Minister in preparing financial information for staff Memos of Understanding.

8. Serve as resource to area conference congregations, especially treasurers.
9. Participate in staff meetings, retreats, development activities, and at times lead in staff devotions and prayer
Bookkeeping Duties:

1. Make journal entries and post to ledger

2. Be responsible for timely payment on notes payable and notes receivable

a. Prepare checks for invoices and submit checks and supporting information for check signature
b. Process event-registration payments
3. Receive funds and prepare appropriate receipts

a. Disburse benevolent contributions quarterly to other organizations as directed by WDC congregations

4. Reconcile bank statements monthly

a. Prepare Consolidated Bank Statement quarterly to apply earned interest to the proper interest earning funds

5. Prepare a monthly income statement and quarterly balance sheet for Executive Board and Commissions

6. Handle payroll taxes monthly, tax reports quarterly, and W-2 and 1099 forms annually

7. Prepare records for the annual audit

8. File annual report as a non-profit corporation in Kansas
Skills/Qualifications:

· Organizational skills, efficient time management, ability to set priorities and to handle multiple tasks and details effectively

· Bookkeeping/accounting experience and skills (payables, receivables, payroll and tax reporting)
· Computer skills in Microsoft Office (Word, Excel, Publisher, and Powerpoint) and online processes (ACH, IRS filings, etc)
· Knowledge of tax processes and documents for non-profit organizations
· Written and verbal communication skills in English. Spanish language proficiency is an asset.

· Collaborative spirit, emotional maturity, ability to relate to others in a professional and friendly way, and willingness to grow in intercultural competency
· Ability to keep confidentiality

· Commitment to WDC’s mission and support for WDC’s core tasks

· Affirmation of and knowledge of Anabaptist values, and of Mennonite Church and its programs
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