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JOB DESCRIPTION / EVALUATION
TITLE: Chief Finance Officer 

DEPARTMENT: Finance                        NAME: 

SUMMARY OF JOB:  The Finance Officer will improve the operational efficiencies, budgetary responsibilities, management of finances and will keep the Agency financially healthy. Furthermore, the Officer will plan, coordinate, and administer all financial services to ensure Agency is financially viable. 
Essential Job Functions: 
· Effective verbal and written communication skills with both internal and external contacts.

· Able to work within a team environment.

· Able to problem solve.
· Protect Heath/Information, Clinical/Staff Professional 

· Maintain Drivers Eligibility  

· Follows CMHSAS-SJC Code of Conduct/Polices/Procedures
· Actively support, culturally competent, recovery-based practices

· Support person centered planning as a shared decision-making process with the individual who defines his/her life goals and assist in developing a unique path towards those goals.
· Supports a trauma informed culture to individuals in their recovery process. 

· Maintains education/training requirements set for/by CMHSAS-STJC/SWMBH
Specific Job Functions:
· Articulate and detailed accounting skills. 
· Ability to motivate, lead, teach, problem solve, and support finance support staff. 
· Ability to create a vibrant environment that ensures safety and equality.
· Life experience with behavioral health  

· Strong communication skills with the ability to present to community programs. 

Physical Requirements: 
Able to stoop, bend and may occasionally require light lifting up to 25 pounds.
Manual and digital dexterity needed to complete case notes, operate a telephone, keyboard, etc. 
Able to sit for prolonged periods of time.
Able to work in high stress/pressure environment with productivity standards expectations.
Possible exposure to infectious disease processes 
	Job Duties
	Successful
	Needs Improvement
	Comments

	Oversees reimbursement/expenditure systems and all reporting mechanisms 
	
	
	

	Coordinates financial data with program functions  
	
	
	

	Responsible for all financial practices and procedures.
	
	
	

	Assists Officers and Executive Officer with all practices and procedures that link to financial matters. 
	
	
	

	Develops, implements, ensures, and administers all systems relative to Accounts Payable, Accounts Receivable, General Ledger, Payroll, Reimbursement and Billing Systems. 
	
	
	

	Works with internal and external auditors, and/or Auditor General to maintain our agency in a financially sound manner   
	
	
	

	Monitors financial records for accuracy and adherences to all required guidelines of MA and CARF and CCBHC
	
	
	

	Develops annual operating budget, reviews, monitors and analyzes agency expenditures in relation to Agency plan 
	
	
	

	Reports to MDHHS-by-MDHHS calendar timely  
	
	
	

	Provides financial leadership to staff and oversees staff assignments 
	
	
	

	Assists Executive Officer with all contracts on an annual basis or as needed. 
	
	
	

	Interviews, hire, and manages employees in conjunction with agency human resource parameters.  
	
	
	

	Follows union contract to promote fairness and consistency across all programs  
	
	
	

	Plans and implements program to decrease deficiencies 
	
	
	

	 Maintains CQI and QA studies to support agency defined parameters and regulatory agencies such as CARF, State and Federal, based outcomes
	
	
	

	Attends Utilization Management meetings to help monitor finance/funding sources for clients served.  
	
	
	

	Administers agency’s liability insurance package, including acting as liaison between agency and insurance agent tracking cost variations, completing annual applications, and submitting claims. 
	
	
	

	Coordinates with staff planning programs to identify areas of financial pertinence that the agency should evaluate. 
	
	
	

	Produces Monthly financial report for the Officer and Reports to the board monthly
	
	
	

	Reports to funding agents regarding financial matters as appropriate and as requested 
	
	
	

	Assist with writing grants and complete competitive bidding for contracts 
	
	
	

	Initiates the formulation of plans, programs, policies, and procedures designed to meet identified goals and objectives of the agency. 
	
	
	

	Evaluates agency/staff needs and recommends ways to improve within budgetary means 
	
	
	

	Ensures essential agency functions are covered during planned and unplanned direct report employee absences. 
	
	
	

	Follows Company’s Code of Ethics, Corporate compliance guidelines, standards of business code and company policies, (such as attendance, punctuality dress code and work ethic) 
	
	
	

	Protects client’s rights by maintaining confidentially and reporting complaints, instances of suspected abuse, neglect or misappropriation of property. 
	
	
	

	Attends and participates in staff development function (such as required training and in-services) 
	
	
	

	Reads/answers emails and listen/responds to voice mail within 24 hours of receiving the messages, unless on leave
	
	
	

	Completes annual training log by August 1 each year.
	
	
	

	Must be able to pass substance abuse screen and Criminal background check.
	
	
	

	Other job-related duties as assigned.
	
	
	

	Job Addendum:

	
	
	


REPORTING STRUCTURE:  CEO
RESPONSIBLE FOR:  Finance, Billing, and support staff 
QUALIFICATIONS/EDUCATION:   Minimum Advanced or graduate degree, MBA. 2-5 years of job-related experience.  Preferred CPA License 5+ year’s job-related experience 2-5 years supervisory experience, preferred.   Bachelor’s Degree in Accounting with 10 years progressive experience.  Government accounting experience a plus.
GOALS:  Were goals from the last evaluation met?  If not, explain: 

GOALS:

1.

2. 

3.

6 MONTH HIRE  FORMCHECKBOX 
         6 MONTH TRANSFER  FORMCHECKBOX 
        ANNUAL  FORMCHECKBOX 
     EVALUATION PERIOD__________

CAN YOU STILL PERFORM THE DUTIES OF THE CHIEF FINANCE OFFICER?
THE POSITION THAT YOU HOLD, WITH OR WITHOUT ACCOMMODATION?    FORMCHECKBOX 
 YES    FORMCHECKBOX 
 NO
EVALUATOR COMMENTS: 

EMPLOYEE COMMENTS:                                                                         NO COMMENTS/INITIALS     FORMCHECKBOX 
______                _____________________________________________________________________________________________

_____________________________________________________________________________________________

EMPLOYEE SIGNATURE:  _______________________________________    DATE:  ___________________________

EVALUATOR SIGNATURE:  ______________________________________     DATE: ___________________________

NAME:  _________________________________________      EMPLOYEE #_____________
STATUS:  Exempt  FORMCHECKBOX 
     Nonexempt  FORMCHECKBOX 
     


I HAVE RECEIVED A COPY OF THE Chef Finance Officer job description.  
EMPLOYEE SIGNATURE:  _________________________​​​​​___________      DATE:  ___________________________

SUPERVISOR SIGNATURE:  _________________________​​​​​___________   DATE:  _______________________
HR Initials________
Revised_________                               Reviewed:

