
Jayhawk Area Agency on Aging, Inc.

Job Description

Job Title: 

Fiscal Manager                 




Department:
            Administration                




Reports To: 

Executive Director           




FLSA Status:

Exempt

Prepared By:            Susan Harris   




Prepared Date: 
3/27/2018                 




Approved By:            Susan Harris


Approved Date:        3/27/2018
Signature

Summary:  Directs the organization’s financial planning and accounting practices as well as its relationship with funders and contractors by performing the duties personally or through a fiscal assistant.
Essential Duties/Responsibilities/Accountabilities:  Duties and responsibilities as required by business necessity may be added, deleted or changed at any time at the discretion of management either formally or informally via verbal or written communication.  Scheduling, shift assessments, and work location may be changed at any time, as required by business necessity.

.

· Maintain a complete and accurate accounting system, including financial and in-kind donations, with appropriate controls

· Implement budgeting, audit, tax, accounting, purchasing, long range forecasting, and insurance activities for the organization

· Appraise the organization's financial position and issue reports on organization's financial stability, liquidity, and growth

· Oversee and direct the preparation and issuance of the corporation's annual report

· Ensure timely preparations of all fiscal documents, including payroll, invoices, payroll deduction payments, reports, etc.

· Prepare monthly reports to Executive Director, Board of Directors and Managers

· Educate all parties on the financial information used for decision making

· Act as liaison to funders regarding fiscal reports, including government grants 

· Provide technical assistance to and annual financial assessments of providers

· Analyze operational issues impacting departments and the whole organization to determine their financial impact

· Ensure appropriate benefits administration

· Supervise assigned staff according to JAAA policies

Accountabilities:

· Ensure no more than one finding in the management letter of the audit, not to be the same finding as the prior year
· Compile and submit various budgets and subsequent revisions with 93-96% accuracy and timeliness according to schedule
· Manage budgets within 93-96% without overruns
· Provide BoD and managers with requested reports with 93-96% accuracy and timeliness
· Compile and submit various financial reports to funders with 93-96% accuracy and timeliness
· Ensure BoD are adequately trained in the agency finances by 90-95% satisfaction level via survey

· Administer bi-weekly payroll, benefits and accounts payable according to established practices with 96-98% accuracy

· Coach, counsel and discipline assigned staff as needed to support successful staff performance

· Evaluate and review job performance of assigned staff according to JAAA’s policy



Desired Behaviors

GOOD COMMUNICATION SKILLS:  Provides positive input and suggests solutions; able to take and give constructive criticism; empathetic listener; questions and comments appropriately; able to communicate in an age-effective manner.

GOOD ATTITUDE:  Empowering; approachable; proud to work at JAAA-has a sense of why we are here; motivated; willing to learn new skills and participate in a learning organization; has awareness of others’ jobs and agency challenges; supportive of others, i.e., staff, providers, clients; loyal; adaptable: flexible, accepts changes, open to new ideas.

GOOD WORK ETHIC:  Takes initiative; is prepared; accountable and responsible; respectful of office environment and resources; advocates for clients and the agency.

PROFESSIONAL:  Holds confidences, is honest and truthful; appropriately decisive; provides work accurately and legibly; provides excellent customer service; professional appearance; well mannered:  courteous, polite, respectful, welcoming; respects personal and professional boundaries, trustworthy; considerate of others and the work space; consistent and realistic expectations; consistent implementation of and adherence to policies, procedures, requests, etc.

GOOD PEOPLE SKILLS:  Appropriate sense of humor; collaborative and team member; fair; tactful; sensitive to our clients and their issues.  Accepting and respectful of diversity at the workplace and with clients.

Supervisory Responsibilities:  Supervises the Fiscal Assistant.                




Competency:                   




Qualifications: 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.

Education and/or Experience:   

Bachelors’ degree in accounting or management.              




Fifth year college or university program certificate; or two to four years related experience and/or training; or equivalent combination of education and experience.  Three to five years of comprehensive, not-for-profit, fiscal management experience using QuickBooks Pro.

Language Skills:   

Ability to read, analyze, and interpret common scientific and technical journals, financial reports, and legal documents.  Ability to respond to common inquiries or complaints from customers, regulatory agencies, or members of the business community.  Ability to write speeches and articles for publication that conform to prescribed style and format.  Ability to effectively present information to top management, public groups, and/or boards of directors.

Mathematical Skills:                   




Ability to compile agency budget, make projections and monitor revenue and expenses.  Ability to understand and maximize limitations and flexibility of multiple funding sources.  Ability to fulfill Generally Accepted Accounting Principles.  Ability to complete numerous and varied fiscal reporting forms.  Ability to anticipate and address fiscal problems and opportunities.  Work affects the agency as a whole.

Reasoning Ability:                   




Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

Computer Skills:                   




Must have excellent command of QuickBooks and Excel.

Certificates, Licenses, Registrations: 

Current Driver’s License, reliable auto, auto insurance

Other Skills and Abilities:                   




Ability to supervise and give technical assistance to project personnel; excellent organizational skills.

Other Qualifications:                   




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.

 The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.

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 quiet.


