TITLE:
ACCOUNTING MANAGER

General:
The Accounting Manager is responsible for the planning and directing of both the long term and day-to-day financial activities of the company by developing, implementing, and evaluating policies, procedures and documenting reports for cost management and profitability.  In the absence of the Executive Director, the Accounting Manager, in conjunction with Branch Managers, will assume the decision making roll needed to carry on the business activities of the company.

Responsible

To:

Executive Director

Qualifications

Physical:

1. In an average 8 hour day the employee could lift/carry up to 15 pounds.

2. In an average 8 hour day the employee stands/walks 1 hours.

3. In an average 8 hour day the employee sits 7 hours.  (These hours include up to 7 hours of data entry/phone work.)

4. In an average 8 hour day the employee drives 0 hour.

5. The employee lifts/carries up to 50 lbs. maximum.

6. Must be clean & neat in personal appearance.

Education:


6. High school diploma required

6. College degree in a business area, with emphasis on accounting.

Experience/Knowledge/Personality:

1. Minimum of 2 years experience in progressive responsibilities in home health care management preferred.

2. Knowledge of management practice and evaluation techniques.

3. Ability to direct and evaluate middle management personnel.

4. Able to understand the financial implications of industry changes.

5. Good oral and written communication skills.

6. Good computer skills.

7. Able to function as a polite and cooperative team member with a positive attitude.

8. Ability to function on an interdisciplinary management team.

9. Able to maintain confidentiality.

On Call:

9. This position is not required to be on call.

Responsibilities

and Duties:

1. Responsible to plan, develop, implement and monitor budgets with emphasis on internal controls in accounting and materials management to maximize the company’s profitability.  Assist in identifying and projecting profitability of lines of sales/rentals, and forecast future growth of product lines.

2. Responsible to plan, develop, implement, and supervise efficient billing practices with appropriate policies and procedures for billing, collections, adjustments, and write offs.

3. Responsible to plan, develop, implement, and evaluate financial reports necessary for overall financial management of the company.  Development of reporting calendar for reports that demonstrate profitability of business locations, future growth, materials management and all accounting functions.  Reports to include but not inclusive of: Hold Revenue, Unbilled Rental, Aged Trial Balance by Reason Code, Cost of Goods Sold, Executive Management, Product Class Analysis, Stock Status Report, etc.

4. Responsible to supervise materials management for acquisition, inventory turnover, gross/profit margins and establishing policies and procedures for efficient financial operation.

5. Responsible to assist Executive Director in planning and conducting staff meetings to allow for communication, education, and sharing of information to facilitate efficient organizational operation.  Provide leadership to all staff in reaching the goals of the company/organization.

6. Responsible to generate financial and management reports for review by Executive Director and management team with identification of bench marking of financial and management improvements.

7. Perform other duties as deemed appropriate by management.

Revised 07/03

