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MEALS en WHEELS
NORTHEASTERN ILLINOIS




Position Description

Position:  Bookkeeper

Reports to: Executive Director

Full Time 40 hours/week

Salary $60,000/year

Founded in 1968, Meals at Home dba Meals on Wheels Northeastern Illinois' mission is to foster health and contribute to individual well-being and independence by delivering nutritious meals, medically prescribed diets, and providing other supportive services to the home-bound elderly, disabled, and others temporarily unable to care for their nutritional needs. 

With a powerhouse movement of roughly 800 volunteers who assist in meal preparation and packaging and delivery of meals (Monday through Saturday, including holidays and inclement weather) to clients living in communities north of Chicago to the Wisconsin state line, MWNEI serves a rapidly growing client base which is expected to serve more than 1,000 clients in 2023.

Position

The Bookkeeper is an integral part of the MWNEI team managing monthly client invoices, recording client payments, processing other receivables, managing accounts payable, and assisting the Executive Director with statistics, reports, and audit support.
Essential Duties:

· Prepares monthly program statistics and financial reports for the Executive Director. 

· Generates client invoices, answers clients’ billing questions, monitors aging receivables, and updates the Executive Director regarding outstanding receivables. 

· Receives, records and deposits client payments and donations.
· Maintains Generally Accepted Accounting Principles.

· Ensures payment of bills accurately and timely per approval of Executive Director

· Provides cash flow reports to the Executive Director. 

· Reconciles monthly bank statements

· Provides monthly financial reports for review by the Executive Director, Treasurer, and Board at least one week prior to all bi-monthly board meetings.

· Prepares financial and client information for grant writing and reporting, and for committees as requested.

· Assists the Executive Director in preparation of the annual budget 

· Attends Finance Committee meetings as requested

· Performs other duties as requested by the Executive Director including the annual Gala

Position Requirements:

· Bachelor’s degree in Accounting, Finance or Business

· Nonprofit bookkeeping experience
Work and people skills:

· Knowledge of basic computer programs including Excel and Quick Books

· Knowledge of Bill.com is helpful

· Administrative and organizational skills

Supervisory Responsibility:

None

Working Conditions:

Work takes place in the Meals on Wheels NE Illinois office in Evanston.  Use of computer, copier, and other office equipment is necessary.

