NORTHPOINTE BEHAVIORAL HEALTHCARE SYSTEMS

JOB DESCRIPTION

Job Title:

Finance Specialist
Reports To:

Chief Financial Officer
FLSA Status:

Non-exempt
Classified As:

Administrative

Effective Date:

10/1/97

Revision/Review Date:
7/28/17
SUMMARY: 

Compiles financial data for use in maintaining accounts payable records and other accounting records by performing the following duties.

A review of this description has excluded the marginal functions of the position that are incidental to the performance of fundamental job duties. This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position. Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by the supervisors.

QUALIFICATIONS: 

This position will be knowledgeable and actively support:  1) culturally competent, recovery-based practices, 2) person centered planning as a shared decision making process with the individual, who defines his or her own life goals and is assisted in developing a unique path toward those goals; and 3) a trauma informed culture of safety to aid individuals in their recovery process.  To support this, lived experiences with behavioral health issues is desired. 

Compiles financial data for use in maintaining multiple accounting records by performing the following duties.

EDUCATION, CERTIFICATES and/or EXPERIENCE:

1. Two year associate degree in business with an emphasis in accounting and at least one year of accounting experience.
2. Experience with computerized accounting systems.

LANGUAGE SKILLS:

1. Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals. 
2. Ability to write routine reports and correspondence. 
3. Ability to speak effectively before groups of customers or employees of organization.
MATHEMATICAL SKILLS:

1. Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume. 

2. Ability to apply concepts of basic algebra and geometry.

REASONING ABILITY:

1. Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. 

2. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

OTHER SKILLS AND ABILITIES:
1. Bookkeeping, computer skills including Excel spreadsheet and data entry are required.  

2. Knowledge of office filing systems, procedures and practices, regulations and terminology are necessary. 

3. Ability to use calculator accurately and efficiently.  

4. Participation in training and education as necessary to maintain current competency(ies) in skill areas essential for implementing job duties and responsibilities.

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

1. The employee is occasionally required to stand; walk; sit; use hands to finger, handle, or feel objects, tools, or controls; reach with hands and arms; climb or balance; stoop, kneel, crouch, or crawl; and talk or hear.
2. The employee must occasionally lift and/or move up to 10 pounds. 
3. Specific vision abilities required by this job include close vision, peripheral vision, depth perception, and the ability to adjust focus.
WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

1.    The noise level in the work environment is usually moderate.

CONFIDENTIALITY:

The effectiveness of NBHS and its services is dependent upon confidential relationships with people.  It is the policy of NBHS that all service recipient related information shall be kept confidential according to Section 748 of Act No. 258 of the Privacy Acts of 1974.  Employees shall not divulge information about other staff, service recipients or information contained in agency files, emails and records except to other employees who may need such information in connection with their duties.

REQUIRED TRAININGS:

The following Northpointe trainings are required for this position:

1. Corporate Compliance & Ethics
Required within 3 months of hire. Annual reviews are required.

2. Customer Service I
Required within 3 months of hire. Reviews as necessary.

3. Diversity
Required within 3 months of hire. Annual reviews are required.

4. Drug Free Workplace
Required within 3 months of hire. Reviews as necessary.

5. Harassment
Required within 3 months of hire. Reviews as necessary.

6. HIPAA
Required within 3 months of hire. Annual reviews are required.

7. Infection Control
Required prior to initial assignments to tasks where occupational exposure may occur. Annual reviews are required.

8. NorthCare Network Org. & Comp.
Required within 3 months of hire. Reviews as necessary.

9. Person Centered Planning/LEP
Required within 3 months of hire. Annual reviews are required.

10. Recipient Rights
Required within 30 days of hire. Annual reviews are required.

11. Safety
Required within 3 months of hire. Annual reviews are required.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Compiles and sorts invoices substantiating business transactions for preparation of payment through the accounts payable system.

Compares invoices to purchase orders or other documents to verify receipt of goods and authorization of items.

Verifies and posts details of invoices to proper vendor and general ledger account numbers according to procedure.

Types/prepares vouchers, invoices, checks, account statements, reports, and other records on a monthly, quarterly and fiscal year basis.

Maintains files of paid and pending invoices.

Creates Excel spreadsheet for multiple uses.
Maintains computer reports for accounting systems.

Distributes accounts payable checks.

Prepares and designs financial reports as requested by the finance department.

Deposits Northpointe cash receipts in compliance with procedures.

Maintains, prepares and submits yearly 1099 form to contractors.

Compiles, verifies and analyzes financial information to prepare entries to accounts, such as general ledger accounts, documenting business transactions in accordance with the DMH/CMH master contract.

Maintains general ledger.

Monthly prepares balance sheet, income statements and other reports to summarize current and projected agency financial position.

Monthly analyzes revenues and payables for allocation to appropriate cost centers.

Investigates reasons for non-reimbursement of agency billings and reports trends to C.F.O.

Participates in all audit processes.

Assists in the development and implementation of policies and procedures for the general operation of the Finance Dept.

Represents the finance dept. at meetings, at the request of the CFO.

Prepares, balances, closes accounts system monthly, quarterly and fiscal year end.
COMPETENCIES:

4. Strong team skills and the ability to work effectively as part of different group projects. 

5. Proficiency in microcomputer software including; Excel, Word, Microsoft Project, Access, and PowerPoint.

6. Highly developed interpersonal and communication skills are essential.

7. Requires a high degree of sound judgement and initiative.

8. Demonstrated ability to function in a complex environment filled with competing demands.

9. Demonstrated ability to prioritize and manage one's own time and resources.

10. Demonstrated ability to solve complex, multi-disciplinary problems in a graceful and sensitive manner.

11. Overall commitment to the quality of an individual’s care as well as customer service.

JOB DESCRIPTION ACKNOWLEDGEMENT:

I have received and reviewed this job description for Northpointe Behavioral Healthcare Systems. I fully understand my obligations and responsibilities as outlined herein.

___________________________________________________
____________________________
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