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JOB ANNOUNCEMENT 
Position:    Business Officer 
Reports To:   Business Director  
Classification:  Exempt 
Starting Salary:  $45,000 - $50,000 
Deadline to apply:  08/28/2015 

 
Position Summary: 
Under the general direction of the Business Director, this position centers on managing major 
financial and administrative tasks of the Commission. The Business officer position will act as a 
liaison with facility management and human resources to ensure full use of services and best-
practices in the administration of the Commission. 
 
Essential Duties & Responsibilities: 
                  
Accounting and Finance 
 
1.   Maintain and help implement an Accounts Receivable system to ensure complete and 
accurate records of all funds.  Prepare journal summaries, compile source documents, and issue 
receipts in an accurate and timely manner.        
 
2.  Complete monthly reconciliation reports for Account Receivable ensuring timely collection with 
minimal revisions from Supervisor. 
 
3.  Facilitate the development of the agency’s annual budget. Provide recommendations for 
revisions if needed.       
 
4.  Establish and maintain cash controls and actively monitor cash reserves and investments. 
         
5.  Establish, maintain and reconcile the General Ledger.     
 
6.  Establish and maintain vendor accounts and process vendor invoices.    
   
7.  Maintain the computerized accounting system, and ensure that transactions are properly 
recorded and entered.          
    
 
Human Resources, Payroll and Benefits 
 
8. Administer bi-weekly payroll to ensure that employees are paid in an accurate and timely 
manner.  Tasks include: 

o Set up new employee files 
o Verify and code timesheets and hours worked 
o Calculate gross pay, deductions, and contributions 
o Accurately enter payroll information into computerized  

accounting systems 
o Process paychecks 
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o Update records for leaves of absence and Paid Time Off (PTO)    
 
9.  Prepare, review and file payroll summaries, journals and reports in an accurate and timely 
manner.        
 
10. Administer and ensure compliance with all Human Resources policies and procedures. 
         
11. Conduct annual renewals of group insurance plans including medical, dental, vision, and life 
insurance.       
 
12. Manage and update plans for health savings accounts and flexible spending accounts. 
        
13. Conduct annual renewal of Workers’ Compensation insurance policy, and ensure all Workers’ 
Compensation claims are handled using proper procedures and in compliance with California law. 
     
Additional Duties 
     
1.  Create and/or update internal process and procedures for accounting tasks such as payments 
and invoices, credit card reconciliation, budget preparation, and travel reimbursement requests. 
       
2.  Prepare annual updates, if necessary, of agency Accounting Policies and Procedures, Travel 
Policies and Procedures and Procurement Policies and Procedures.     
 
3.  Assist with annual audit as requested.       
 
4.  Accurately maintain financial files and records.      
 
5.  Create and implement internal procedures for payroll tasks including timesheet submission, 
new employee packet and checklist, and employee closeout packet and checklist.  
        
6.  Attend all Commission meetings; prepare and present agenda items as needed.   
        
7.  Consult with independent HR firm as needed for human resources matters.   
          
8.  Additional duties as assigned by Commission leadership.    
 
    
Qualifications 
Education/Certification 
 Four year college degree in Business Administration, Accounting, Human Resources or 

related field required 
 
Skills/Experience 
 Minimum four years’ experience in Business Administration, Accounting, Human 

Resources or related field  
 Non-profit/government experience desired 
 Outstanding written English skills including spelling, punctuation, grammar and 

vocabulary, and the ability to write in an accurate, brief, clear manner 
 Exhibit initiative, sound judgment, and work well with deadlines and under pressure 
 Multi-task with great attention to detail, under multiple deadlines 
 Excellent organizational skills and the ability to adapt to new conditions, assignments, and 

deadlines 
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 Good interpersonal communication skills and the ability to work effectively in a team 
environment 

 Ability to speak in a clear, informative, and engaging manner to large groups 
 Self-motivated, and able to work independently with minimal supervision 
 Problem-solving and analytical skills 
 Computer competence (Microsoft Outlook suite) 
 Valid California driver’s license and satisfactory driving record, and auto liability insurance 

required 
 
Physical Requirements: 
The physical demands listed are representative of those that must be met by an employee to 
successfully perform the essential functions of the job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions.  Modified “light duty” 
restrictions may be arranged as needed and when available for job-related injuries or illnesses. 
 
While performing the duties of this job, the employee is regularly required to stand, walk, sit; use 
hands for clerical duties and keyboarding.  The employee is occasionally required to reach with 
hands and arms; stoop and kneel. 
 
The employee must regularly lift and/or move up to 10 pounds and occasionally lift and/or move 
up to 25 pounds.  Specific vision abilities required by this job includes close vision, distance 
vision, peripheral vision, depth perception and ability to adjust focus. 
 
Acute hearing is necessary for telephone and in-person communication with callers and 
community members, and visual acuity sufficient to read a computer screen and paper 
documents.   
 
Working Conditions: 
This position typically functions indoors in an office environment with light to moderate noise 
associated with business office equipment.  The position may involve travel to Commission 
meetings and events.  
 
How to Apply: 
Submit a cover letter and a resume via email to ahillis@first5fresno.org or in person during normal 
business hours by 5:00 p.m. on the deadline date. Cover letter should describe the specific 
experience education, and skills you believe make you an ideal fit for the above responsibilities 
and qualifications.  Office address: 2405 Tulare Street, Suite 200, Fresno, CA 93721. 


