Job Announcement
Position Title: 
Finance Manager
Location:

Community Development
Reports to:

Director of Housing
Opening Date:
November 15, 2016
Closing Date:
December 2, 2016
*** Any individual who receives an offer of employment or will receive a payroll check are required to submit to a drug and alcohol test as a condition of obtaining employment.*** 


***Mille Lacs Band Member/American Indian preference applies***
SUMMARY:  

The Community Development Finance Manager provides general accounting services for the housing department, manages the loan application process, and assists other programs to ensure Band statute and procedure are followed across the departments operations.

QUALIFICATIONS:
· Bachelor’s degree in accounting, finance, business administration, or similar field is required.

· Minimum of three (3) to five (5) years of experience in a financing/credit loan making and servicing is required. 

· Three (3) to five (5) years of experience in an accountant function required.

· Very strong basic math skills.

· Familiar with accounts payable and accounts receivable accounting procedures and terms.

· Knowledge of financing and credit principles.

· Knowledge of federal and Band laws, rules, and regulations related to consumer credit.

· Ability to gather and analyze financial data to make credit recommendations.

· Good personal computer skills in a Windows environment, including Excel and Word as well as experience with Quickbooks software.

· Good communication, organization, and interpersonal skills

· Ability to develop and maintain a reliable and accurate record keeping system.

· Experience in and sensitivity to Native American culture.
· Must have a valid Minnesota driver’s license, reliable transportation, proof of current insurance coverage, and be insurable under the Band’s auto insurance policy.

· Must pass a pre-employment drug and alcohol test and background check.
DUTIES AND RESPONSIBILITIES:
· Provide supervision and direction to subordinate staff and others. Which includes 1 to 2 administrative staff.  

· Maintain various ledgers, registers and journals according to established account procedures and classifications.

· Reconcile accounts with supporting documentation, makes correcting entries as appropriate. 

· Audit invoices against purchase orders.  Research discrepancies, prepare or approval, produce check, and post expense to the proper account. 

· Facilitate monthly billings and related material and correspondence for accounts receivable across departments.

· Provides leadership and support to receivable and payable processes within Public Works Programs.

· Process incoming payments, prepare cash and checks for deposit, post income to proper account, and make cash deposit.

· Prepare or assist in the preparations of reports showing delinquencies, cash flow, expenses, deprecation, and other accounting information.

· Explain billing and other accounting procedures to clients.

· Processes vendor payments on the general ledger system.

· Ensures amounts are coded properly in the general ledger.

· Assist with year-end audit process.

· Review monthly statements from vendors and ensure accounts are kept current.

· Assist with preparation of delinquency, cash flow, expense and other reports regarding projects.

· Other duties as assigned.
WORKING CONDITIONS:
· Nature of work is such that incumbent experiences infrequent periods of modest stress levels due to workload. 

· Work is exclusively in doors in a controlled climate area.

· Little threat of personal danger or risk.

· Hours are typically 8-5, but possibly with some extra hours.  

· Local travel to all three districts is required.

Submit resume, cover letter, and employment application to:

Mille Lacs Band of Ojibwe
Employment Coordinator 
43408 Oodena Dr.

Onamia, MN 56359

Fax # (320) 532-7492
e-mail to hr@millelacsband.com
