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Job Summary:

This is a complex position which requires knowledge/skills in accurate mathematical computations, advanced bookkeeping practices, accounts payable, accounts receivable, payroll, employee benefits, grant fiscal writing/management, clerical aptitude and advanced computer experience in data entry, programming, trouble shooting, spreadsheets, and word processing, in order to manage the fiscal operations of the Agency.  Fiscal decisions are made in accordance with established policies and procedures.  This position manages agency fiscal duties in absence of the Administrator.

Job Relationships:

· Supervised by the Administrator.
· Coordinates accounting functions with the Public Health and Home Care staff to maintain accurate fiscal reporting.
· Maintains a working relationship with the courthouse personnel, Kansas Dept. of Health and Environment, county auditor, cost report auditor, and others as appropriate and as identified.
· Works with the Administrator, Public Health Program Directors, Home Care Director, Assist. Home Care Director and Senior Service Program Director as a member of the management team.

Functions Specific to the Job:

Fiscal Responsibility I: Assures accurate and timely compilation of employee time/mileage/benefits, other Agency account payables, account receivables, in-kind data for grant writing, grant/program reporting, grant budget revisions, tracking of reimbursement of services, etc.
Competencies:
· Compile budgets for new grants, and revise ongoing annual grant budgets.
· Assist in grant application review to assess for data accuracy and appropriate editing of information.
· Provide monthly/annual review of budget reports noting expenditures, revenues, units, and unit costs.

· Communicate as needed with appropriate funding entities on problems, questions, and etc.
· Communicate monthly with applicable staff on budget revisions, unit status, and appropriate expenditures/revenues and/or expense controls.
· Provide accurate, up-to-date data entry and tabulation of employee time, miles, and benefits /spread sheets.
· Collaborate with Administrator on methods to improve efficiency of expenditure tracking of grants.
· Demonstrate interest in continued computerization of current grant records and necessary reporting.  

Fiscal Responsibility II:  Responsible for accuracy in compilation of the Agency fiscal records, including the general ledger/account payable/receivable.  Accurately enters data by computer to spreadsheets or assures it is being entered accurately per procedure.

Competencies:
· Assure accurate data entry of the accounts payable, vouchers, and that payments are made and posted as contract, budget, programs require by checking entries and vouchers at least monthly before Administrator signature.
· Utilize credit card banking records for vouchers and data entry of accounts payable.
· Complete daily check and balance assessment of funds in the General Ledger. Assure appropriate data entry of Accounts Receivable in daily receipt log and assure they are posted correctly.  Assure that accounts match courthouse balances.
· Assure each deposit is checked for accuracy before revenues are taken to the courthouse, at least two times a week.
· Work cooperatively with any fiscal auditors and grant reviewers as requested.
· Initiate communication to resolve computer problems in management of the Agency fiscal records.
· Demonstrate interest in data entering applicable program/grant information to KIPHS, and/or works with the County Clerk, the County Attorney, and applicable persons to computerize voucher system for signatures, and/or shows initiative on computerization of other reporting/or fiscal records.
· Works with Home Care Accounts Manager to assure accurate entry of Accounts Receivable in Home Care fiscal management soft ware and to run monthly fiscal close out reports for Home Care.

Fiscal Responsibility III: Assures complete, accurate and timely posting of employee data with compilation of employee data from time sheets for payroll per procedure.
Competencies:

· Assure timely calculation and filing of employee time/mileage completed forms, with leave forms, for time worked, leave time, programs to be billed, lunch breaks, personal time and additional expenses. Complete payroll data entry before noon Tuesday of pay day week and Tuesdays after a Monday holiday.
· Assure timely posting of employee/agency fiscal data per computer data spread sheet.
· Accurately transcribe employee signed time sheet data to payroll ledgers and to county payroll system. Accurately post work/benefit time accrued and used to individual ledger sheets at least weekly.  Accurately post employee current benefit data at least every two weeks.
· Enlist assistance from Administrator or designee to review payroll and approve employee time, and notify Clerk’s office when data entry into the county payroll system is complete.  Review agency payroll spreadsheet from the Clerk office for accuracy.
· Report to applicable management staff and employee any time/mileage/expense problems before the next payroll and, as needed, remind an employee that a specified day time/mileage record has not been submitted.
· Track on-call time for each employee, date of on-call, number of on-call hours and the amount paid.
· Provide employee number of un-excused absences, leave without pay to applicable supervisors for annual evaluations.
· Update per computer, staff leave time availability, and educate employees on applicable Employee Handbook policy relative to questions on county benefits or refer questions to the county clerk’s office.

Fiscal Responsibility IV:  Assists Administrator in Annual Budget process and managing program accounts to meet the program outlined fiscal operations/budget.

Competencies:
· Work cooperatively with Administrator in assessing needs for the following fiscal year for budgeting.  Begin budget communications in April each year.
· Compute budget mathematics, including appropriate benefits, inflation, projected salary increases, projected program incomes, and etc.
· Attends Commission meetings to provide budget detail information, when requested by supervisor.
· Work with Administrator, to determine potential funds to be moved to the Trust Fund and or Equipment Reserve Fund each year, and work with County Clerk to make such transfers.
· Provide the Administrator an accurate detailed monthly budget sheet of revenues, expenditures, percentages of budget totals, and year to date information regularly as requested.
Fiscal Responsibility V: Maintains the various contracts for services and or programs.  Assures that the contract specifications are given to the appropriate program director for implementation.  Assures that the contracts are renewed as needed before expiration.

Competencies:
· Track the schedule of contracts to be reviewed/revised with applicable staff before expiration and or at least annually.  Maintain ongoing contracts in fireproof file cabinet for easy access.
· Review contracts and documents problems with specific parameters for staff/Administrator to address later.
· Review contract report data, delegate billing to program billing staff to maintain current billing for services rendered.
· Works with program staff on meeting contract deadlines, and communicates with staff on calendar scheduling of those deadlines.
_____
Fiscal Responsibility VI: Responsible in coordination with the Home Care staff to compile data needed to do the annual Agency Cost Report.

Competencies:
· Schedule Auditor each year to meet fiscal obligations.  
· Reviews audit concerns with the Home Care Accounts Manager, Home Care Director and Administrator before auditor visit.
· Responsible for compiling necessary paperwork for auditor from all sources, i.e. County Treasurer, County Auditor, and County Clerk Office, and etc.
· Works with the Home Care Accounts Manager in assuring that the Home Health & Hospice records for the previous year are as closed, when applicable, and ready for the auditor.
· Communicates and works with the auditor on prior year audits to meet Medicare cost report questions/requirements.
· Spends the necessary hours with the auditor to complete cost report in the required time frame.
Record Management and Reports I: Assist Administrator and program directors in completing mandated and or requested fiscal reporting of services/programs.   Maintains an organized filing system of fiscal records for easy access but meets confidentiality and security issues.
Competencies:

· Maintain accurate, organized, and timely fiscal and reporting records for easy access.   Assure access and organization of previous years records.
· File reports, grants, fiscal records, contracts, by alpha order, by funding entity, etc
· Edit reports for accuracy and assures delivery of reports to the appropriate designated entities.
· Demonstrates initiative to manage and computerize reporting.

Record Management and Reports II: Responsible for the security, organization and confidentiality of all Agency employees and contracted service records per HIPAA rules and employment rules. 

Competencies:
· Work with Administrator designated staff to assure monthly update of employee records.
· Maintain blank copies of employee forms on file & updates forms with Management staff as revised.
· Assure communication per policy of new hires, contract staff for orientation and employee required records.
· Follow policy and laws/regulations relating to open record access to individual employee record information and agency fiscal records.
· Work cooperatively with Administrator to review and revise Agency section of the Employee Handbook.
· Completes reports as needed on behalf of employees to meet insurance, surveys, claims, etc. per policies and procedures.  
Purchasing and Inventory: Responsible for the necessary ordering of office supplies, new equipment, etc. per Agency policies and procedures.  Assures policy compliance with use of county credit cards. Maintain the Agency equipment inventory.

Competencies:
· Maintain accurate supply inventory list for common products ordered.  Maintains list of supplies to be ordered during the month/year and checks supplies before ordering.
· Assure supplies are purchased at the lowest price for value as possible and in bulk as indicated.
· Organize office supply stock and maintains appropriate staff access with excess stored/locked.
· Maintain accurate tracking schedule of maintenance agreements/contracts and maintenance service requirements.
· Maintain organized records on employee cardholders and checkout system.
· Communicate with other county offices to collaborate on county-wide purchases, when indicated.
· Demonstrate initiative and accountability in acting as Agency representative in assessing future equipment needs/updates that would improve employee performance, record keeping, and etc.

Time Management:  Follows Agency policies and procedures.

Competencies:
· Submit time/mileage records per agency policy.
· Adhere to scheduled job hours, lunch break and break times as documented on the time/mileage record.
· Communicate changes in work routine to Administrator for continuity of daily work assignment.
· Maintain an organized calendar of report, grant, budget, contract, audit, etc. deadlines.
· Review daily time/mileage records as needed, if Administrator is out.  Sign off after checking for accuracy, breaks/lunches and OT/CT.  
Performance Improvement and Performance Improvement Assistance: Participates in staff development, management meetings, and, as applicable, attends workshops, and conferences. Recognizes and seeks opportunities to learn from others.  Maintain receptive attitude to new ideas, programs, performance improvement, etc. Maintain client/employee confidentiality.

Competencies:
· Submit requests for CE programs, which enhance job performance, as documented in employee CE record.
· Attend Agency required in-services, meetings.
· Support Administrator and Board in decisions.
· Demonstrate flexibility with schedule changes.
· Delegate applicable duties to clerical staff.
· Maintains confidentiality of employee salaries/benefits (within Open Record Laws) and department business. Maintain confidentiality of information after work hours.
Agency Function Enhancement: Performs related work as required to meet Agency Fiscal, grant and personnel functions.

Competencies:
· Work cooperatively with Administrator, other management staff, auditors, etc. with unscheduled requested data information.
· Assist clerical staff in opening mail and recording revenue into the account receivable spreadsheet daily per policy.
· Work cooperatively with staff to track and document staff CE classes, and delegate related tasks as indicated.
Special Demands:

Serve as a role model in such areas as loyalty, integrity, appearance, and work habits.

Express self clearly in both written and oral form.

Organize tasks to meet deadlines and detail oriented.
Complete accurate mathematical computations.
Complete accurate data entry.

Work independently.
Work in harmony with other employees.
Respect confidential nature of client and employee records.
Detect computer problems and seek assistance when indicated.
Coordinate and interact with multiple service agencies and businesses.

Qualifications:

High School graduate with legible handwriting.

Five years experience in advanced accounting/bookkeeping functions, including general ledger, accounts receivable, accounts payable and payroll.

Five years experience in spreadsheets, accounting software, and form development.

Experience answering the phone, filing, record organization, and word processing.

Experience in Grant Management required.  

Experience in Human Resources recommended.  

Have experience managing inventory.

Physical Requirements:  

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. While performing the duties of this Job, the employee is regularly required to sit; use hands to finger, handle, or feel and talk or hear. The employee is frequently required to stand; walk and reach with hands and arms. The employee is occasionally required to climb or balance and stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.

Work Environment:
Required deadlines may vary.

Spend most or all of the work day sitting.

Work long hours at least two days per year when the cost report is prepared at the Agency.

Contact with anxious employees, clients and/or contractors
