Chief Accountant (Accounting Supervisor)

JOB SUMMARY:

The Chief Accountant (Accounting Supervisor), under the direction of the Vice President—Fiscal Services, is responsible for supervision and control of the general accounting area, and for financial statement and report preparation.

The employee in this classification is responsible for the supervision and control of the general accounting functions.  This includes the general ledger, payables, payroll, property, budget reporting, and statistical accumulation.  This individual is also responsible for financial statement and report preparation on a regular and special request basis; assisting departments with annual budget preparation and budget reviews; assisting in the hospital's annual budget preparation; reviewing entries to the general and statistical ledgers to assure accuracy; and assisting in recruitment of personnel.

The employee will work under the direction of the Vice President—Fiscal Services; will operate standard office equipment including a microcomputer; and will design and utilize computer reports and output.  The employee's work setting will normally be the office.  The employee will need to be familiar with current and new regulations and guidelines relating to hospital finance and accounting principles.

ESSENTIAL FUNCTIONS:

1.
Supervises and trains those employees in accounting, payroll, and accounts payable.

2.
Regularly reviews entries to the general and statistical ledgers to assure accuracy and compliance with established accounting principles and procedures.  Prepares general and statistical ledger entries.

3.
Prepares financial and statistical reports as required.

4.
Coordinates and prepares for financial audits as required by hospital policy, governmental regulations, or other organizations.

5.
Assists departments in the review of budget reports and in preparation of annual capital, expense, and activity budgets.

6.
Assists in the preparation of the annual budget and coordinating the completion of the State Hospital Commission reports.

7.
Prepares and/or reviews required tax returns.

8.
Recommends changes in financial policies and procedures, as necessary.

9.
Monitors established internal controls to assure proper compliance.

ADDITIONAL RESPONSIBILITIES:

1.
Assists in the preparation of cost reimbursement reports and other interim reports as may be required.

2.
Assists with planning and implementing changes in the accounting system.

3.
Assists in the recruitment of personnel and evaluates personnel under own supervision.

4.
Performs other duties as assigned.

The preceding examples are representative of the assignments performed by this position and are not intended to be all-inclusive.

JOB QUALIFICATIONS:

1.
This position requires a bachelor's degree in Business Administration with a major in Accounting and three (3) years' experience in hospital or public accounting assisting hospitals; or any combination of experience, education, and training which would provide the level of knowledge, skill, and ability required.  A CPA is also highly desirable.

2.
Knowledge of technical and professional principles and skills of accounting and hospital finance.

3.
Knowledge of data processing capabilities and procedures, including the use of microcomputers.

4.
Knowledge of appropriate management and supervisory skills to supervise general accounting staff.

5.
Knowledge of requirements and regulations set forth by Medicare, State Hospital Commission, and other related agencies.

6.
Ability to maintain good working relationships with co-workers, supervisor, management, and department head staff and various agency personnel.

7.
Ability to communicate both orally and in writing with a wide range of people.

