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Vendors	and	Leases	
Manage all vendor and lease relationships to ensure conformity with Access Fund policies and 
fulfillment of obligations.  Facilitate contracting process. Provide background information and 
contractual obligations to ED for approval. Purchase hardware/software as needed and oversee 
warranties. Maintain all fixed assets records. 
	
Human	Resources	
Administer employee benefits and payroll. Ensure compliance with state and local employment 
obligations. Act as primary contact with staff insurance carriers; medical, dental, disability etc. 
Complete payroll reporting twice monthly. Maintain all personnel records (address, names and 
other pertinent information) for insurance; ensure payroll and tax reporting are accurate. In 
consultation with ED and BOD legal committee, on a regular basis review personnel manual to 
ensure compliance with current personnel law, implementing changes as needed.  
 
Insurance	
BFM is the point of contact for all insurance issues, including directors and officers, business 
owners insurance, general liability insurance, event insurance, etc. Provide for ongoing contact 
with AF broker and resolution of insurance issues when they arise. Review and renew all 
insurance policies in a timely fashion, consulting with ED first when significant changes are to 
occur.  
 
Inventory	
The BFM is responsible for oversight of inventory associated with membership premiums, 
promotional events, and merchandise sales. Complete a thorough count and reconciliation of all 
inventory during the last week of each month.  
 
State	Fundraising	Registration 	
BFM is responsible for ensuring that the Access Fund complies with all state charitable 
solicitation registration requirements; filing all necessary paperwork in a timely manner, and 
tracking the schedule for annual renewals. 
 
Basic 	Office	Management	
BFM is responsible for monitoring and maintaining a fully functional and well equipped office 
environment. With our IT consultant, help maintain the office telecommunications, computer 
infrastructure and office equipment. Create task list for IT consultant and follow-up as needed 
when issues arise. Ensure the office is adequately supplied with general office supplies 
(including kitchen), paper products, mail room supplies, etc. and all office equipment is 
functional, including fax machine, copier, computers, phone systems, etc.  
 


