
POTTER PARK ZOOLOGICAL SOCIETY JOB DESCRIPTION

Finance and Human Resources Specialist 
Part-time hourly position (approximately 20 hours per week)

Under the supervision of the Zoological Society Executive Director, responsible for 
Zoo financial preparation
· Managing accounts payables and receivables 
· Managing bank reconciliation 
· Preparing bank deposits 

· Producing cash flow projections 

· Managing payroll reporting 

· Assists in processing of grant required documentations  
· Producing month-end financial statements
· Assists in coordination of financial activities 
· Works with the Executive Director and all zoo departments to assist in an understanding of finances and where the Society stands compared to prior year and budget by department. 
· Assists in organizing past financial documentation 

· Attends a minimum of two meetings per month (one in the evening) to report on the Society’s financial standing 

· Processes human resources paperwork intaking new employees and managing employee benefits 

· Ability to work with external auditors to produce year-end financial statements.

· Creates annual budge

Other Functions:
· Performs other duties as assigned.

· Must adhere to departmental standards in regard to HIPAA and other privacy issues.

· During a public health emergency, the employee may be required to perform duties similar to, but not limited, to those in his/her job description.

Employment Qualifications:
Experience:  A minimum of five-year’s experience in finance or a related field is preferred.
Other Requirements:  
· Must pass pre-employment background check.

· Proficiency with Excel and financial accounting software

· Evening, weekend and holiday hours are occasionally required.

· Skill in preparing and maintain records and reports.

· Ability to communicate effectively and follow verbal and written instructions.

· Must complete CPR training and other Zoo offered trainings (fire extinguisher, autism, etc.).
· Adheres to work rules and behavioral expectations stated in the employee manual.

(The qualifications listed above are intended to represent the minimum skills and experience levels associated with performing the duties and responsibilities contained in this job description.  The qualifications should not be viewed as expressing absolute employment or promotional standards, but as general guidelines that should be considered along with other job-related selection or promotional criteria)             
Working Conditions: 
1. This position works in both an indoor and outdoor environment.  While indoors, there is no planned exposure to notable lights, noises, odors, temperatures or weather conditions.  While outdoors, exposure to lights, noises, odors, temperatures or weather conditions cannot be controlled and may be extreme.
Physical Requirements: 
· This position requires the ability to sit, stand, traverse, climb, balance, twist, bend, stoop/crouch, squat, kneel, crawl, lift, carry, push, pull, reach, grasp, handle, pinch, type, endure repetitive movements of the wrists, hands or fingers.  
· This position’s physical requirements require regular stamina (50-75% of the time). 
· This position performs medium work requiring the ability to exert between 20-50 pounds of force in the physical requirements above. 

· This position primarily requires close visual acuity to perform tasks within arm’s reach such as: viewing a computer screen, using measurement devices, inspecting and assembling parts, etc.  
· This position requires the ability to communicate and respond to inquiries both in person and over the phone.

· This position requires the ability to operate a PC/laptop and to enter & retrieve information from a computer.

· This position requires the ability to handle varying and often high levels of stress.

(This job requires the ability to perform the essential functions contained in this description.  These include, but are not limited to, the requirements listed above. Reasonable accommodations will be made for otherwise qualified applicants unable to fulfill one or more of these requirements.)

