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GENERAL RESPONSIBILITIES

Develops, maintains and/or supervises all financial-related activities including payroll, purchasing, property management, cash disbursements and receipts, accounts receivable and financial statements;  prepares federal and other grant budgets and financial status reports;  maintains statistical systems;  assists in the administration of the corporation as may be necessary.

ESSENTIAL DUTIES

1.
Oversees all accounting functions.


a.
Maintains an accrual accounting system according to generally accepted 
accounting principles.


b.
Reviews all corporate disbursements.


c.
Supervises the compilation of quarterly financial statements.


d.
Designs and employs internal audit programs, as deemed necessary and appropriate.


e.
Reviews the “tax exempt” corporate annual returns for the corporation.


f.
Maintains and updates accounting system documentation.

g.
Arranges and facilitates the annual CPA audit.  Prepares necessary worksheets and account analyses to expedite the audit process and reduce the auditors’ billable hours.

2.
Compiles data, prepares budgets and compliance reporting as prescribed by funding agencies or foundations.

a.
Reviews and assists in completing financial sections for grant applications or other funding requests, as needed.


b.
Maintains budgetary control over expenditures by line-item and funding source.


c.
Prepares “Financial Status Reports” for all federal grants at the end of each budget period.


d.
Completes the quarterly federal “Cash Management Report”.


e.
Negotiates “Indirect Cost Rate” agreement with the appropriate federal agency.

f.
Completes any foundation or other funding source reports per prescribed guidelines. Coordinates these reports with appropriate program directors and managers.

3.
Supervises the Credit and Collection Manager (CCM) and accounts receivable related activities.

a.
Develops and makes recommendations for updates on the Patient Fee Schedule at least annually.

b.
Assists Credit and Collection Manager in identifying methods to maximize third-party reimbursement through the appropriate use of procedure and diagnoses codes.

c.
Reviews CCM recommendations on sliding fee and collection policies on patient services. Presents recommendations to Board of Directors.

d.
Develops and assists program/clinic managers with contractual arrangements for client services.

e.
Establishes provider and corporate agreements with third-party carriers.

4.
Supervises the payroll activities and systems.

a.
Promotes compliance with applicable federal and state laws concerning wage and hour administration and internal payroll compensation systems.

b.
Assists in productivity or incentive system designs as undertaken by the corporation.

c.
Maintains the pension plan in compliance with ERISA, DOL, and IRS requirements.  Completes  “5500 Form” on an annual basis.  Serves as one of the pension plan trustees.

5.
Supervises the gathering, classifying and summarizing of statistical information.

a.
Reviews internal management reports.

b.
Reviews and assists in the preparation of federal grant reports as related to user, visits and provider data (i.e. UDS).

6.
Develops and monitors effective purchasing systems.

a.
Supervises the medical, lab, x-ray and office supply requisition and purchase order systems.

b.
Delegates pharmaceutical purchasing function to the Director of the Pharmacy.

c.
Insures that bid proposals are solicited, when appropriate, according to current policies and procedures.  Designs and promotes policies that assure ‘best buy” options on equipment and supply purchases.

7.
Directly supervises all accounting staff and the managers of the Credit and Collection department and Practice Management Department.

8.
Participates in leadership meetings.

9.  
Meets and presents at the monthly Board of Directors meetings. Schedules regular meetings and staffs the Finance Committee of the Board of Directors.
MARGINAL DUTIES

1.
Reviews insurance programs to insure adequate property and liability coverages for the corporation and its employees and volunteers..

2.
Assumes the responsibility and authority of the Executive Director in his/her absence.

3.
Performs any other financial and administrative duties as may be necessary.

PERFORMANCE CRITERIA

1.
Completes all external reports within defined time guidelines as established by funding agencies.

2.
Up-to-date on all third-party carrier policies and procedures.

3.
Assures compliance with all generally accepted accounting principles for financial statements.

4.
Promotes cost effective and cost-efficient systems & staffing patterns to achieve the corporate mission.

5.
Maintains stewardship and accountability over all moneys, financial transactions and activities of the corporation.  Insures government funds are handled properly and in compliance with laws and regulations.  Assumes responsibility with other corporate officers and the Board to apply resources efficiently, economically and effectively to achieve the purposes for which  the specific resources were furnished.

6.
Represents the corporation in a responsible and positive manner to the community and other agencies.

7.
Completes internal reports, as required, in a timely and informative fashion.

8.
Maintains an effective internal control system to ensure that appropriate goals and objectives are met and resources are safeguarded

9.
Regular and active participation in leadership committees and activities.

10.
Regular and active participation at the monthly Board of Directors’ meetings.
11.
Develops and maintains a strong and effective working relationship with the Board of Directors’ Finance Committee.

MINIMUM QUALIFICATIONS

1.
Knowledge of professional accounting and auditing principles, techniques and practices.  Generally, having a Bachelor’s degree in business or accounting will evidence this.

2.
Knowledge of applicable governmental cost principles, budgetary and reporting requirements, and governmental auditing principles and the appropriate AICPA industry guides.

3.
In-depth knowledge of Medicare, Medicaid and major insurance carrier regulations, procedures and benefit plans.

4.
Conversant with collection practices and laws.

5.
Comprehensive understanding of CPT and ICD coding systems.

6.
Ability to analyze and interpret government regulations specific to the health care industry.

7.
Ability to direct and monitor the work of other staff.

8.
Working knowledge of labor-related and employment laws.

9.
Five years or more of health care or comparable management experience.

10.
Computer literate, especially related to spreadsheet software and accounting packages.

11.
High level of integrity.

12.
Good writing and verbal skills.

PREFERRED QUALIFICATIONS

1.
Masters degree in Business or Public Administration.

2.
CPA

3.
Grant writing background and experience.


