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Chief Financial Officer
Summary
 
Works under the direction and supervision of the Executive Director.  Performs complex management activities and provided direction and guidance in strategic operations and planning for financial activities.  Work involves, but is not limited to, planning, directing and overseeing accounting systems; procedures and controls; preparation of financial analysis and reports; preparation of the corporations’ budgets; and financial integrity. 
 
Responsibilities/Duties/Functions/Tasks   

1.  Responsible for all accounting procedures for validating, receiving, and dispersing agency revenue (approximately $20 - @25 million annually) to various programs.
1. Prepares and/or directs the preparation of Agency Budgets and periodic financial statements, analysis, and reports in accordance with federal and state reporting requirements.
1. Provides ongoing fiscal oversight of all agency programs/contractor (i.e., monthly expenditure reports).
1. Performs accounting and administrative work in the direction of the accounting, budgetary and finance activities of the Corporation.
1. Supervises accounting, purchasing operations, and management information systems (MIS) departments, maintaining budgetary controls and preparing budget requests. 
1. Assists in planning procedures and regulations to control the disbursement of allocated funds; prepare letters of instruction, manual revisions and forms.
1. Instructs subordinate personnel in the maintenance of accounting records on expenditures and on revenue collected, the posting of general ledgers and the posting of journals.
1. Assists in the planning of accounting and clerical procedures; supervises accounting, clerical and tabulating operations through subordinate supervisors.
1. Directs accounting and maintenance of adequate records of expenditures, funds, appropriations and expense, as well as revenue collected and deposited by class.
1. Directs preparation of monthly status analysis of funds and expenditures.
1. Supervises preparation of requisitions of purchase of supplies, furniture and equipment.
1. Maintains working relationships with other state agencies.
1. Assists in directing the training of personnel.

1. Keeps abreast of legislative changes, which affect management of funds.
1. Responsible for the oversight and maintenance of the Procurement function and ensures those functions are effectively carried out.
1. Makes recommendations with regards to Personnel reassignments if in the best interest of the Agency.
1. Makes recommendations with regards to duties, tasks and responsibilities of personnel under direct supervision.
1. Required to attend meetings and/or workshops (local and out area) from time to time and work extra hours as necessary.
1. Oversees special fiscal investigations, internal audits, and research studies. 
1. Represents the Department at meetings, hearing, trials, conferences and seminars or on boards, panels and committees.
1. May testify at hearing, trials and legislative meetings.
1. Performs other duties as assigned.

Supervisory Responsibilities
This job has supervisory responsibilities.

Education and/or Experience
Possess a minimum of five-seven years experience in managing accounting and financial operations, to include demonstrated experience in fund accounting, management, budget development, cost allocation and financial analysis. 
Prior knowledge working with Federal Funds managing multiple funding streams and experience in Financial Operations Fund Accounting or Non-Profit Preferred.  Extensive experience in Federal/State fiscal responsibility. 

Degree from an accredited four (4) year college or university with major in accounting, banking, or finance.  

Knowledge, Skills, and Abilities
· Ability to plan, train, supervises and directs the work of the staff. 
· Ability to interpret and apply local, state, and federal policies and regulations.  
· Knowledge of workforce development programs.
· Ability to Develop Budgets and maintained the board cost allocation plan.
· Thorough knowledge of an accounting, budget control and purchase methods, and procedures.
· Ability to devise solutions to administrative problems; prepare concise reports and to testify at hearings.
· Working knowledge of personal computers, software and automated accounting systems.  Experience with Sage Software, Micro Information Product (MIP) Financial Accounting System.
· Ability to supervise accounting, purchase and budget control work; to plan procedures; to understand and follow corporate policies and procedures; to train and supervise subordinates; and to maintain effective working relations with administrative and federal government.
· Must be able to travel/transport themselves to designated sites as assigned.
· May be required to utilize a personal automobile on an agency related business requiring a valid driver’s license and current automobile liability insurance.

Certification, Registration, or Licensure
Possess a certification as a Certified Public Accountant (CPA), preferred.
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