POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
DIR OF FINANCE, COM
Class Code:
0B43
Immediate Supervisor/Title:  COM Chief Operating Officer.
Position Summary (briefly describe the general purpose of the position)

Responsible for the financial management, analysis, reporting, and budgeting function for the College of Medicine.  Prepares monthly financial statements, develops and implements control policies for the general ledger accounts and performs Treasury functions and distribution of collections to the clinical departments.  Exercises strict control and confidentiality in the handling of COM’s financial information. Responsible for all general ledger functions including general ledger accounting, balancing, account reconciliations and cost allocation processes.  Prepares cost analysis of new projects or proposals, Monitors the fringe benefits program and restricted fund account expenditures to ensure compliance with established policies.  Reports to the COM Chief Operating Officer.
Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Manage staff performing various financial and general accounting functions.

Interpret, analyze and report financial data for the practice plan and COM; provide financial presentations to the faculty practice plan executive administrators.
Maintain current knowledge of federal, state and local regulations and enforce compliance to these guidelines.

Prepare reconciliation reports; develop and annual budget for COM and monitor, identify, and report expense variations from the budget on a monthly basis.

Develop and implement cost control policies for the general ledger account.

Perform cost analysis studies for proposed projects and personnel requirements to determine financial/processing feasibility and benefits.

Prepare financial and statistical reports for internal and external auditors and provide assistance in the review of the data.

Hire and recruit personnel, complete employee evaluations, and make recommendations for merit increases promotions, and disciplinary actions.
Excellent interpersonal, organizational and communication skills. 

Ability to draft financial reports and written correspondence to internal and external contacts including: Medical School Dean; Executive Associate Dean for Clinical Affairs, Faculty Practice Committees, hospital administration, UAMS, and COM personnel and outside agencies.

Maintain a professional demeanor when working with others.
Position Directly Supervises/Leads (name/title) 

Decision Making:   

Budget Responsibility: 
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
 

Accountability (direct responsibility for outcome of projects or decisions made) 

Ability to remain highly motivated and results oriented to accomplish the goals and objectives established by the faculty group executive administrators.  Ability to work independently, be flexible, perform in stressful situations and to produce under pressure.

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)______Standing  (%)______Walking  (%)______Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

Equipment Used In Position (type and percent time)

Personal computer

Email

Word processing software

Financial and general ledger accounting software

Spreadsheet and analytical software

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

Ability to Follow Oral Instruction, Read and Write

High School, GED or formal educational equivalent

Baccalaureate Degree, Major: Bachelor’s Degree in Accounting/Finance is required.
Advanced Degree, Type/Major: CPA/Master’s Degree is preferred
Professional License/Certification: Certificate and licensure in Public Accounting preferred
Work Experience, (Length of Time, General and Directly Related):   Minimum of five (5) years experience in financial analysis and management in the physician practice setting or health care environment; experience in an academic medical center is a plus. Experience must include success working with financial information systems including decision support products, development of analytical tools and accepted general accounting principles and procedures.  Advance knowledge of federal and state regulations.  Experience in service line oriented organization and in evaluating managed care contract proposals.  Other job related education and/or experience may be substituted for all or part of these basic requirements upon approval of the Qualifications Review Committee.

I have participated in the review of my job and agree with the above description.

Yes_____No_____Comments_________________________________________________________________________________

Required Signature____________________Date________________________________________________________________

As supervisor of this position I have participated in the review and agree with the above description.

Yes_____No_____Comments________________________________________________________________________________

Required Signature____________________Date_______________________________________________________________



