
 

 

Accounting and Business Manager 

Position Description 

December 2021 
 

Our mission 
MINNDEPENDENT connects and strengthens Minnesota’s independent schools 

through exceptional training, resources, and advocacy so they can be student-

centered and mission-driven 

 

Purpose of position:  The Accounting and Business Manager is responsible for 

the functional financial management and operations of the organization. This 

position is the primary contact for accounting services, human resources, 

retirement, accounts payable and receivables, benefits plans, payroll and office 

operations. 
 

Position scope:  The Accounting and Business Manager will be accountable for 

producing accurate financial reports, cash flow projections, processing of invoices 

(payable and receivables) and communication with vendors. The position works 

collaboratively with the president, other employees and board members for 

accurate and current information to help inform decision making and financial 

stability of the organization. 
 

Additional information 
This position is 30 hours/week (.75 FTE), and eligible for a generous and 

competitive benefits package. The MINNDEPENDENT offices are located in Edina, 

MN, with a flexible work environment. Applications accepted until filled. Cover letter 

and resume required.  

 

Responsibilities: 
o Maintain financial accounting system 

o Prepare annual budget in cooperation with staff and board of directors 

o Forecast cash flow, and provide monthly updates 

o Process membership and event registration invoices and payments 

o Process bi-monthly payroll for employees 

o Reconcile monthly expense reports 

o Prepare deposits for cash receipts 

o Process accounts payable 

o Complete monthly bank, and credit card reconciliations 

o Prepare monthly financial reports for the President and Treasurer 

o Lead and manage annual audit process including Form 990 

o Manage health insurance, retirement account, and general insurance 

contracts 

o Prepare management reports for grants, events, and programs 

o Ensure efficient operations of the MINNDEPENDENT office including supply 

and vendor relationships 

 
 



 

 
 

Experience and Qualifications: 
o Bachelor’s Degree with accounting concentration; previous nonprofit 

experience preferred 

o Computer proficiency 

o Knowledge of SAGE accounting system  

o Effective communication skills, both verbal and written 

o Ability to work independently (with limited supervision) and as a team 

member 

o Must be detail oriented and organized 

 

Reporting Relationship 

 
The Accounting and Business Manager reports to the President with further 

accountability to the Board of Directors and member schools. 

 

About MINNDEPENDENT 
 
MINNDEPENDENT is the largest membership organization, serving private and 

independent schools in Minnesota. We respect the autonomy of each school, while 

recognizing their shared desire for support. We bring member schools together for 

connection, collaboration, capacity building, critical resource access and collective 

action. 

 
MINNDEPENDENT serves as a trusted beacon for private and independent schools 

by providing: 

Programming 

We offer a variety of professional development opportunities, including an annual 

school leadership conference and topical seminars throughout the year. 

Partnerships 

We foster relationships with funders, businesses and community organizations on 

behalf of member schools, resulting in grants, in-kind services and professional 

resources. 

Public Policy 

We advocate for the interests of independent schools, providing a consistent voice 

at the state level 


