Alzheimer’s Community Care Job Description
Position Title: 

Vice President of Finance 

Supervisor: 

Chief Operating Officer
Department: 

Finance

Status: 


Exempt

Effective Date:
June 1, 2010
Revised Date:

January 28, 2011

Position Description:
 The Vice President of Finance is the responsible for managing the financial and information technology aspects of the agency. The position directs the fiscal functions of Alzheimer’s Community Care in accordance with generally accepted accounting principles issued by the Financial Accounting Standards Board, the Securities and Exchange Commission, and other regulatory and advisory organizations and in accordance with financial management techniques and practices. Provide leadership and coordination in the administrative, business planning, accounting and budgeting efforts of the organization. 

Position Responsibilities:
1. Create, develop, organize, coordinate, and evaluate the financial programs and supporting information systems of the organization as well as its performance to include budgeting, real estate, and conservation of assets.
2. Responsible for developing grant budgets for prospective funders, complete budgetary reports as required accurately and in a timely manner and attendance at meetings as required.

3. Direct the Finance Departments staff in providing guidelines for establishing and implementing procedures and systems necessary to maintain proper records to ensure adequate accounting controls and services that are efficient and effective.

4. Manages and supervises assigned operations to achieve goals within available resources; plans and organizes workloads and assignments; trains, motivates and evaluates staff; review progress and directs changes as needed.

5. Review, maintain, and recommend accounting controls in operations of Alzheimer’s Community Care. 

6. Coordinate the budget process among the leadership of the organization. Prepare presentations for education and ownership of the overall organization’s budget.

7. Participate in the development of the organization's plans and services as a strategic partner as well as develop and direct the implementation of strategic business and/or operational plans, projects, services and systems.

8. Evaluate and advise on the impact of long range planning, introduction of new services/strategies and regulatory action.

9. Develop credibility for the finance group by providing timely and accurate analysis of budgets, financial reports and financial trends in order to assist the President & CEO, both Operating and Foundation Board of Directors and other senior executives in performing their responsibilities.

10. Enhance and/or develop, implement and enforce policies and procedures of the organization by way of systems that will improve the overall organization’s effectiveness, its monetary viability and its success.
11. Oversees and monitors the Information Technology Department as it relates to its functionality, efficiency and effectiveness.  Will conduct routine meetings with staff to provide insight as to efficiency and the needs of the IT Department and the Organization.
12. Establish credibility throughout the organization with the COO, President & CEO and the Board of Directors as an effective developer of solutions and practices geared toward maximization of Alzheimer’s Community Care cost efficiency and steady growth regardless of the organization’s business challenges.
13. Continual improvement of the budgeting process through education of department managers on financial issues impacting their budgets.

14. Provide strategic financial input and leadership on decision making issues affecting the organization; i.e., evaluation of potential alliances, and pension funds and investments.

15. Develop a reliable cash flow projection process and reporting mechanism that includes minimum cash threshold to meet organizational needs and demands.

16. Be an advisor from the financial perspective on any contracts into which Alzheimer’s Community Care may enter.

17. Evaluation of the finance division structure and team plan for continual improvement of the efficiency and effectiveness of the group as well as providing individuals with professional and personal growth with emphasis on opportunities (where possible) of individuals.

18. Work as a member of the Leadership Team in developing strategic plans for the future of Alzheimer’s Community Care. 

19. Serve on finance, investment, information technology, planning and policy-making committees.
20. Perform all duties as assigned during disaster related events.

21. Perform other duties as requested by the COO.

Supervisory Responsibilities:
Fiscal and the IT Departments’ staff, either directly or indirectly through other Department supervisors. Performance shall be measured with reference to “standards of performance” as agreed with the COO, and consistent with common criteria for performance of the appraisal system as it applies to Alzheimer’s Community Care in the Fiscal and IT Departments. 
Supervision Received:
Largely limited to evaluation of results by the COO, communicating mainly verbally and in writing. Day-to-day interaction with supervisor but little day-to-day supervision.
Other Position Relationships:

Staff: Develop and maintain a “team” relationship with all business partners of Alzheimer’s Community Care to advance and improve the operations and profitability of the organization over the long term.  Participate with the COO, as a key management member, to significant organizational decisions which directly impact the livelihood of the overall organization. Communicate with the Leadership Team, management, and others in a courteous and professional manner.  Maintain Alzheimer’s Community Care culture of exemplary customer service with requests from staff and others.

Governing Structure:  Work closely with the Finance Standing Committee and Treasurer, and other Board approved subcommittees.  Make presentations to the Board of Directors and Executive Committee as requested.

Government:  Work with the IRS and other governmental agencies regarding tax filings and other requirements.  Work closely with appropriate agencies’ personnel regarding Alzheimer’s Community Care contractual financial agreements and related accounting policies, including the organization’s retained auditors.

Public:  Public contact includes appointments with banking officials, vendors and attends meetings to represent Alzheimer’s Community Care.

Position Requirements:

Education:  Four year degree in Accounting/Finance and/or CPA certification with at least five years of experience in a like position in a not-for-profit organization and three years supervisory experience.

Experience:  Ten years’ hands-on experience. Strong general ledger, accounts payable, accounts receivable, payroll, and banking working knowledge.  Also, has working knowledge of finance, investment, insurance, general operations, payroll and budget practices and procedures is required.  Must have a fundamental understanding of the various components of accounting software systems.  Strong managerial abilities a must and computerized fund accounting application experience preferred.

Skills:  Strong knowledge of accounting practices.  Requires knowledge of accounting software packages on computerized system, including spreadsheet proficient and word processing.  Excellent organization and time management skills.  Must have strong interpersonal skills as well as the ability to communicate and negotiate effectively both verbally and in writing. Possess an energetic, forward-thinking and creative mind with high ethical standards and an appropriate professional image. Must be tactful, able to use good judgment, and possess the ability to establish personal relationships to effectively supervise staff.  Must have leadership qualities for others to follow and mirror also, must be detailed-oriented and possess strong analytical skills.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Work conditions may include but are not limited to:

1. Stands or walks 10% of time, sits 85% of time, may drive 5% of time.

2. Works with frequent interruptions.

3. Works in private office space with moderate noise level.
4. Works with a Department team of no less than 5 people and may interact with other peers as well as at times, with the entire organization.

5. During emergency situations, may be exposed to long working hours and/or heat, rain, wind, or cold.

6. Require a weekly minimum of forty (40) hrs. and when needed, extended working hours during evenings and weekends. 

Resources Provided for Position:  

1. Building key 

2. Building security code 

3. Back up for alarm and security

4. Mileage reimbursement

I have fully read and understand the requirements of the aforementioned job description.  I agree that, as a condition of my employment, I will maintain confidentiality regarding all patient and consumer records and ACC financial issues which may come to my attention.  I also understand that as a condition of my employment, I will avoid all relationships, practices, and/or situations which present a conflict of interest.  I understand that this job description is not intended and is not construed as an all-inclusive list of responsibilities, skills, efforts or working conditions associated with this position.
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_________________ 

Signature
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