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Oregon School-Based
Health Care Network




Finance Coordinator 

Job Description

FLSA Status: Non-Exempt 
Hours: 12-16 hours per week
Reports to: Executive Director

Approved Date: January 31, 2012
Summary:  Provides accounting, budgeting and administrative coordination efforts of the company.
Essential Duties and Responsibilities include, but are not limited to
Accounting and financial controls
· Provide accounting services using proper accounting practices.
· Maintain full cycle accounting  (preparing checks, coding and posting invoices, preparing deposits, journal entries, reconciliations, petty cash)

· Complete payroll ensuring efficient systems, process and controls.

· Assist Executive Director with developing annual organizational budget; manages budgeting details, adjustments, and budget to actual reporting.
· Track grant / program funding expenditures and prepare financial reports for funders and/or sub-grantees.

Coordination and Reporting 
· Develop regular reporting and analysis, including key metrics reports.
· Coordinate business operations, infrastructure, processes and technology.
· Ensure financial management reporting tools and processes are in place to support the ongoing and future needs of the business.

· Coordinate accounting policies and procedures; review with Finance Committee each year.

· Prepare the financial section of the annual report.

· Ensure the organization complies with all internal and external policies and relevant regulations and completes filing in a timely manner.

Cash and risk management
· Manage banking accounts and relationships for maximum efficiency.
· Coordinate annual external audit.
· Manage organizational insurances, coordinating renewal and proper coverage.
· Maintain current knowledge of regulatory changes and impacts on the organization.
Qualifications and Competencies: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Must be an expert in using QuickBooks

· Commitment to the mission of the Network

· Minimum of 5 years’ experience with nonprofit cost center accounting
· Spreadsheet and database software experience
· Demonstrated analytical, written and verbal communication, collaborative project management and organizational skills
· Excellent problem-solving skills 
· Excellent verbal and written communication skills
· Demonstrate an excellent work ethic
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.

While performing the duties of this Job, the employee is regularly required to talk or hear. The employee is frequently required to sit. The employee is occasionally required to stand and walk. The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision and distance vision.

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

I understand and agree to perform the responsibilities of this job: 
Employee



Date

Acknowledgement:

Supervisor



Date
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