Chief Financial Officer-Sample E (2013)


This job description is intended to describe the essential job functions and the essential requirement for the performance of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.   It in no way states or implies that these are the only duties to be performed by the employee.  Other duties may be assigned and management retains the right to add or change the duties at any time.  The employee will be required to follow any other instructions and to perform any other duties requested by the supervisor.
SUMMARY

Responsible for planning, organizing and directing all aspects of the financial department including the development/ administration of accounting and financial policies on finance, accounting, insurance, internal controls, budget, auditing, payroll, benefits, and claims processing.

ESSENTIAL DUTIES AND RESPONSIBILITIES
· Interacts with senior leadership and management staff in developing the strategic vision plan and its financial component. 

· Responsible for final preparation and review of the annual budget. Reviews departmental financial statements with administrators, provides assistance and presents information at meetings as requested.  Monitors departmental budgetary performance and internal controls. 

· Analyzes, and presents monthly financial statements to management and the Board of Directors.  Communicates financial condition of organization to multiple disciplinary areas.  Serves on the Finance Committee of the Board.  


· Develops and implements financial policies and procedures and ensures compliance. 

· Directs and coordinates reimbursement, patient accounting, general accounting, including general, payroll, ledger accounting, accounts payable, claims processing and cashiering.  

· Develops and maintains effective systems of general accounting and cost determination.

· Supervises the analysis of costs and makes rate recommendations to ensure appropriate income/cash flow.

· Develops trend analysis reports.

· Reviews billing/collection patterns and makes corrective recommendations.

· Interprets and enforces third-party payer rules and regulations, including Medicaid and Medicare requirements.  Ensures related necessary cost reporting/billing is performed.

· Interacts with the Information Technology Department on computer operations related to financial activities.
· Responsible for the management and reporting of all grant funds including the quarterly federal cash management report, financial status reports, and Uniform Data System.  Participates in the budget development of grant program with the Executive Director and program directors.

· Responsible for annual audit and reporting to the Board, Finance Committee and Directors.  Participates in development of Annual Report and preparation of the final year end Financial Statements.

· Develops and implements cash investment policy.

· Oversight of building capital project and management of construction in progress.

· Participates in the capital campaign and donations tracking for construction.
· Recruits, trains, orients and supervises departmental personnel. Recommends increases, promotions, and disciplinary actions.

· Reviews departmental performance and ensures compliance with fiscal governmental reporting requirements, including retirement and tax reports. 

· Manages and evaluates performance of managers to ensure quality of service and technical expertise of staff.

· Maintains strictest of confidentiality.

· Participates in professional development activities and maintains professional affiliations.

NON-ESSENTIAL DUTIES AND RESPONSIBILITIES
· Represents the Center in community and professional organizations related to financial management.

· Carries out special projects as assigned by the Executive Director related to financial operations of the Center.

SUPERVISORY RESPONSIBILITIES

Received:  Works under the direct supervision of the Executive Director.  Supervision is received through personal conference, general observation of work in progress and occasional review by supervisor of completed work.

Exercised:  Provides supervision to the Finance Department staff.

QUALIFICATIONS  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  
EDUCATION and/or EXPERIENCE  
Bachelor degree in finance or related field. CPA and/or MBA preferred.  Minimum of three years of fiscal management experience including experience in a health care organization.  Minimum three years supervisory experience.
CERTIFICATES, LICENSES, REGISTRATIONS  
CPA (Certified Public Accountant) designation preferred.

KNOWLEDGE
· Knowledge of the principles of financial management sufficient to direct professional staff and coordinate all aspects involved with fiscal requirements of Center. 

· Knowledge of financial and budgetary practices to develop annual budget, analyze financial data and patterns, and prepare financial statements. 

· Knowledge of Center's strategic business objectives and employee performance objectives. 

· Knowledge of governmental and health care fiscal regulations and reporting requirements. 

· Knowledge of computer systems, spreadsheet and financial systems programs and applications. 

SKILLS
· Skill in exercising a high degree of initiative, judgment, discretion and decision-making to achieve objectives. 

· Skill in evaluating clinic operations as they relate to policies, goals and objectives, costs, and rate levels. 

· Skill in establishing and maintaining effective working relationships with patients, medical staff, and the public. 

· Skill in identifying and resolving accounting and financial problems. 

ABILITIES
· Ability to create an atmosphere, which encourages motivation, innovation, and high performance. 

· Ability to delegate responsibility and authority to staff. 

· Ability to communicate effectively and clearly. 

PHYSICAL DEMANDS  The work environment characteristics described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.

Requires sitting and standing associated with a normal office environment.  Some bending and stretching required.  Manual dexterity using calculator and computer keyboard. While performing the duties of this job, the employee is regularly required to sit and talk or hear.  Must be able to write and type.

WORK ENVIRONMENT The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  

Normal office environment. Occasional evening or weekend work.  [CHC] is a tobacco-free campus.
EMPLOYMENT PRACTICES:  [CHC] is an Equal Opportunity institution and does not discriminate against any person in employment or in admission, treatment, or participation in its programs and benefits on the basis of race, color, national origin, creed, ability to speak English, disability, sex, age, sexual orientation or marital status.  


