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Financial Officer

Position Title:     	Financial Officer
Department:       	Executive Team
Supervisor:         	Student Body President
Advisor:		Miranda Powers
Stipend:             	$2,300 per year
Primary Purpose:
Bethel Student Government’s Financial Officer provides effective communication among all branches of Bethel Student Government (BSG) concerning financial transactions and aids in the forming of budgets regarding all departments of BSG.  They are responsible for understanding BSG reimbursement processes and all other BSG policies concerning BSG transactions. This position advises Directors, Executive Directors, Senate and the Student Body President in the allocation of funds throughout the initial budgeting process and throughout the year. The Financial Officer also works alongside the Senate Pro-Temp in tracking the use of Senate allocations and transactions. Provides specialized reports and other data to better suit BSG departments in their initial request and use of funds. Tracks the utilization of the student fee and provides reasons for standing or implementation. 
Key Responsibilities:
· Establishes the annual budget for the BSG with the Student Body President
· Assists executive team in forming a budget for their respective branch and holds them accountable for providing actuals
· Assists in approving all spending, reimbursements, and transfers for all BSG funds on a daily basis 
· Collect, record, check and submit all requests for reimbursement
· Provides the student body with information regarding BSG’s budget and financial matters
· Sits on all Senate finance committee meetings and provides guidance and information for current legislation
· Gather approved dormitory funding request forms from Finance Committee, communicate with RD’s and process wire transfers
· Monitors BSG funds within Banner to ensure accuracy
· Submits BSG’s budgets to the Business Office (Manager of Accounting Services) 
· Verifies accounts on Banner using a record of journal entries with expenses received by BSG
· Provides monthly budget reports to the Student Body President and Executive Team
· Act as intermediary between BSG and the BSG advisor to discuss budgets and keep them to date with information
General Responsibilities:
· At least one office hour per week
· One-hour monthly Executive Team meeting
· Bi-weekly meeting with the Student Body President/Vice-President
· Bi-weekly meeting with BSG advisor
· Attend Executive Team Retreats
· Attend the Leadership Retreat
· Arrive on campus two weeks before classes begin
· Attendance at Senate Finance Committee meetings involving financial legislation, as needed
· Attendance at least two Senate meeting per month
· Meet with Executive Directors on a monthly basis to discuss the status of their spending
· Create budget templates to be used by Executives and their teams
· Participate in various other extra Executive team commitments such as, but not limited to, retreats, staff chapel, and staff training prior to school starting
Qualifications:
· Sophomore standing at time of assuming the position
· Minimum GPA of 3.0
· Finance and accounting experience 
· Be able to manage 9-20 hours a week to dedicate to this department
· Be willing to work odd hours
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