Chief Finance Officer – Sample A (2011)

Overview: 
Under the general direction and supervision of the Executive Director, this position oversees the Center’s business operations and administrative functions, to include, but not limited to, fiscal control of budgets, supervision of purchasing, grants, property, inventory, billing, and insurances.  
Minimum Qualifications:
Education

Bachelor’s or Master’s Degree in Accounting, Business Administration or Finance; CPA preferred.
Experience 
Minimum of 3 years with preference of 5 years professional experience in Fund Accounting; Non-profit setting including Audits; Billing experience with an emphasis on Health Care and FQHC; Grants; Cost Reports; Supervision; and Information Systems. 

Essential Functions:

1. Sets up and maintains all automated accounting, practice management and electronic medical record systems, including medical, dental and insurance billing system.

2. Prepares budgets and periodic analysis of budget performance and other related internal and external financial reports (e.g. Medicaid, Medicare and Uniform Data System Cost Reports).

3. Monitors financial activities relating to cash management, investments, and letter of credit transactions.

4. Oversees preparation of all required payroll tax reports.

5. Administers contracts, subcontracts, grants, leases and purchase orders.

6. Seeks competitive bids for acquisitions and implements appropriate federal and state purchasing requirements.

7. Oversees inventory, center’s insurance and collections.

8. Serves as principal liaison with [CHC]’s independent audit firm, assists in conducting audit; implements integrations of recommendations into [CHC]’s operations.

9. Assists in defining administrative, financial and management information systems objectives and action plans.  Provides in-depth analysis of administrative and financial data, develops recommendations for financial, MIS and administrative policies and procedures, and implements approved changes.

10. Serves as staff liaison to board’s Finance Committee.

11. In conjunction with Human Resources Officer, administers employee benefits program. 

12. Manages all risk managements programs for corporation.

13. Maintains awareness of legislation and regulations effecting the Center’s business environment.

14. Supervises billing and accounting staff.

15. Participates as part of the [CHC]’s management team in evaluation and feasibility of expansion in health services and programs including equipment purchases, evaluating cost effectiveness and impact on revenues and budget. 

16. Maintains, analyzes, troubleshoots and repairs all of the [CHC]’s computer systems and equipment.

17. Oversees hardware and software installation and assistance to staff.

18. Supports and maintains user account information and security.

19. Participates in meetings.

20. Complies with Center’s policies and procedures.

21. Remains current with standards of primary health care practices.

22. Performs other duties or tasks as assigned by the Executive Director.

Knowledge, Skills and Abilities

Demonstrated professional experience in supervision.

Demonstrated professional experience in fund accounting; non-profit experience, including audits; billing experience with emphasis on health care and FQHC; grants; cost reports; supervision; and information systems.
Technically proficient computer skills with Microsoft Office Suite (Word, Excel, PowerPoint).   

Thorough knowledge of common office equipment (copier, fax, printer, etc.).

Excellent oral and written communication skills.  

Ability to organize and prioritize tasks. 

Ability to work under pressure and meet deadlines. 

Strong analytical, attention to detail, and problem solving skills.

Ability to work independently and as a team member. 
Position is based in [City]; however, position responsibilities may require travel within [surrounding areas]. Use of personal vehicle is required for travel; therefore, a valid driver’s license, proof of auto insurance and registration is required.  Position may require working occasional evenings and weekends.
Supervision:
  This position has supervisory responsibilities
Immediate Supervisor:         Executive Director
Physical Demands/Working Conditions:


General office/clinic conditions are pleasant; good, clean working conditions where accident and hazards are negligible; requires short periods of moderate lifting, pushing or pulling objects up to twenty pounds. Clear diction and acute hearing are necessary for effective communication with the staff and public.  
