WESTSIDE MEALS ON WHEELS
Volunteer Treasurer

Supporting senior nutrition and community care in St. Louis Park and Hopkins

POSITION TYPE ESTIMATED COMMITMENT

Volunteer (Part-time, Remote) ~2.25 hrs/month (plus ~5 hrs for annual tax)
SERVICE COMMUNITIES REPORTS TO

St. Louis Park & Hopkins, MN Board of Directors / Executive Leadership

| POSITION OVERVIEW

Westside Meals on Wheels is seeking a detail-oriented Volunteer Treasurer to oversee our core financial operations and
ensure financial clarity for our non-profit mission. This is a highly efficient, low-time-commitment remote role ideal for an
accounting or finance professional, CPA, or experienced bookkeeper looking to lend their expertise to support local
seniors and neighbors in need.

I KEY RESPONSIBILITIES

= Monthly Bookkeeping (QuickBooks): Reconcile all cash flow activity monthly across the organization’s primary
business checking and savings accounts. = ~2 hrs / month

= Payroll Processing (ADP): Collect monthly hours worked from staff members and input them into the online ADP
portal for monthly payroll processing. = ~15 min/ month

= Annual Tax Reporting: Prepare and file the annual IRS Form 990 non-profit tax return after year-end bookkeeping is
finalized. ~5hrs/year

= Insurance Oversight: On an ad-hoc basis, review and coordinate coverage for various organizational policies,
including workers' compensation and general liability policies. = Ad hoc

= Special Projects: Assist with miscellaneous financial projects and reports on an ad-hoc basis as requested by staff
and the Board of Directors. = Ad hoc

I IDEAL QUALIFICATIONS

* Practical experience with QuickBooks and non-profit or small-business bookkeeping.
+ Familiarity with online payroll management platforms (ADP experience is a plus).
» Knowledge of non-profit accounting standards and IRS Form 990 reporting requirements.

« High degree of accuracy, attention to detail, and reliability in meeting monthly payroll deadlines.

How to Apply: If you are interested in applying your financial skills to support Westside Meals on Wheels, please
submit a brief expression of interest or résumé to [Contact Name / Email Address].
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