Confederated Tribes of Siletz Indians
JOB DESCRIPTION

Position Title:

Finance Manager 

Department:

Clinic - Administration

Supervisor:

Health Director

Location:

Siletz, Oregon

Salary:

TL: 129 (Negotiable)
Classification:

Full Time, Exempt

INTRODUCTION:

This position manages and supervises the day-to-day activities of the Finance Office. The incumbent is expected to serve as an active member of the Siletz Tribal Health Department’s leadership team and help plan, implement and monitor the overall delivery of quality health care services for the clinic. Requires strong leadership and analytical skills, including critical thinking in financial operations including accounts payable, budgetary and financial reporting, billing and collections, and grant reporting and administration.  The Finance Manager will ensure that financial transactions are compliant with State and Federal guidelines.  
REQUIREMENTS:

Bachelor’s Degree in Accounting or related field; experience in lieu of education may be considered, and Five (5) years of experience in Accounting, Finance, or related field and 3 years of supervisory experience -OR- an equivalent combination of education and/or experience.

Knowledge of:

· Legal and policy constraints pertaining to patient billing
· Auditing concepts and principles
· Regulations related to Medicare, Medicaid and commercial insurance.
· Continuous process/system improvement concepts and practices.

Preferred knowledge of:

· Medical terminology, diagnosis, coding and insurance terminology
· Medical billing procedures
· Electronic and manual billing
Experience in:

· Advanced Computer skills with specific knowledge of database, word processing, spreadsheets applications, Electronic Health Record/Electronic Medical Record systems and basic on-line billing and transmission procedures.
· Advanced Budget development, monitoring and analysis experience, preferred.

· Hiring, Supervising and performance reviews of team members.

· Tracking and auditing third-party and private payments.
Ability to:

· Ability to communicate professionally with clinicians, nurses, allied health staff, administrative staff, frontline staff, contractors, governmental agencies, insurance payers, patients, family members of patients, suppliers, and the general public, of all age levels from child to senior citizen.
· Analyze complex medical records and identify billable services
· Gather data, compile information and prepare reports to meet regulatory compliance.
· Coordinate and implement prevention efforts by developing and strengthening collaborative relationships to promote the necessary changes and implement improvements.
· Increase community involvement in the development of the prevention plan.
· Build a strong foundation for effective prevention efforts and interface with tribal leaders to give voice and response to emerging trends and needs

· Ability to promote teamwork.   
Other:

Must possess a valid driver's license, insurance and be eligible to drive a GSA vehicle.
DUTIES:

· Prepares various reports and statements of financial conditions.

· Oversees the health system budgets; evaluates and monitors expenses within budgets.

· Monitors and supervises the accumulation of costs and records in appropriate journals, ledgers and accounts.

· Maintains the accounting system by interpreting, supplementing and revising the system and by interpreting governmental accounting compliance standards. 

· Identify fiscal deficiencies and grant management matters to the Health Director to determine training opportunities with grants, budgets and financial responsibilities for departments.

· Assists in the development of new budget management techniques.

· Assists in providing accounting-related information to Federal, State and local grant agencies and auditors.

· Prepares journal entries/cash receipts/check requests to correct general ledger balance and gives to appropriate staff to process.

· Assists in the preparation of fiscal year budgets.

· Performs statistical, cost, and financial analysis of data reported in the various financial systems. 

· Assists with grant management of budgets to ensure spending program funds according to grant agreement goals and objectives.

· Evaluates programs and recommends changes regarding financial, budgetary, billing and collections issues.

· Assists with preparing Medicare cost reports, with business office staff.

· Oversees the fee schedule charge-outs within all Health & Human Services departments, which includes negotiations of contracts.

· Develops financial reports for forecasting, trending, and budgeting.  

· Records, classifies, and summarizes financial transactions and events in accordance with generally accepted accounting principles. 

· Other duties as assigned.
SUPERVISORY RESPONSIBILITIES:

· Carries out supervisory responsibilities in accordance with the Tribes policies and applicable laws. Responsibilities include interviewing; recommendation for hiring and dismissing employees; training employee, planning, assigning and directing work, appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems. 

· Duties also include establishing budgets, staying within budgets, cuff accounts, budget reconciliations, program priority, program audits, staffing issues, program compliance issues and training.

SUPERVISORY CONTROLS:
· Supervisor sets the overall goals and resources available for the assignments.  The employee and supervisor consult and reach mutual agreement on deadlines, new projects, and management approaches to the work.   
· Position functions under the supervision of the Executive Health Director who provides general guidance and advice, and suggests methods for handling unusual situations, which have not clear precedent.  Incumbent independently plans and supervises the daily activities of the Business Office Manager, and Trainees in accordance with established guidelines.

GUIDELINES:

· Guidelines are established policies, standing order, standards of care, written procedures and various other reference materials. The incumbent exercises judgment in determining which of the approved guidelines, references, or procedures are most appropriate to specific cases.  Situations requiring significant deviations from established methods are referred to the supervisor for review.

COMPLEXITY:

· The work involves full responsibility for the technical aspects of Finance and Accounting. The work consists of duties that involve different and unrelated processes and methods, and a complex finance, accounting and billing system, which requires coordination with other clinic, health, and tribal staff.  The complexity of the work involves working with various finance, accounting and billing programs and health insurance’s having different benefits, deductibles and eligibility requirements.

SCOPE AND EFFECT:
· The position is responsible for oversight and management of budgets, billing, benefit coordination and the purchased referred care (PRC); and in maintaining the balances and reconciling third party payments which fund Clinic activities and aid in the overall objective to improve the health state of Indian beneficiaries.

CONTACTS:

· Regular and recurring contacts are with clinic staff, tribal staff, patients and their families, state and local agencies, health insurance carriers, and fiscal intermediaries.

PURPOSE OF CONTACTS:

· The purpose of contacts is to collect and share information necessary to promote the billing, payment and collection process.

PHYSICAL DEMANDS:
· The work is primarily sedentary. Requires regular use of fingers and hands in operation of a computer system. 
· Occasional lifting and moving of supplies and equipment, weighing up to 30 pounds. Regularly requires ability to understand verbal and oral instructions.  Stressful situations can and do occur when dealing with difficult clients, patients or vendors.   
CONDITIONS OF EMPLOYMENT: 

· Selectee will be required to submit to a urinalysis to screen for illegal drug use before employment. We are a drug free work environment.

· Selectee will need to provide valid driver’s license and proof of automobile insurance. 

· Selectee understands that they must prove that they are authorized to work in the United States.

· Selectee will be subjected to a criminal history background check.

· Selectee authorizes the employing agency to verify the employment and education information provided on employment application.

· Selectee agrees to conform to all the CTSI’s rules and policies.

· Selectee must be fully vaccinated for the COVID-19 virus.

WORK ENVIRONMENT:

· Work is primarily performed indoors where minimal safety considerations exist.
This individual must perform the essential duties and responsibilities with or without reasonable accommodation efficiently and accurately without causing a significant safety threat to self or others.  The above statements are intended to describe the general nature and level of work being performed by employees.  They are not intended to be construed as an exhaustive list of all responsibilities, duties and/or skills required.

All new employees will serve a six-month probation period to enable the Chief Executive Officer to determine their suitability as a tribal employee. After the six-month’s probation period, the employee will be evaluated on his/her performance and at that time will be decided if the employee is entitled to regular employee status.
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