MAINE MOBILE HEALTH PROGRAM

Position Specifications
Essential Functions and Applicant Requirements
Position:


Director of Finance
Pay Designation:

Exempt 
Position Reports To:   
Executive Director 
Position Supervises:

Accounting Assistant 
Position Summary: 
For the past 26 years, the MMHP has provided health care access to migrant and seasonal farmworkers (MSFWs) across Maine. The organization is a 501(c)(3) nonprofit corporation and federally qualified health center (FQHC) with an extensive network of “voucher” referral partners. The health center has no fixed clinical site, but operates out of 4 mobile sites which travel throughout the state. 

The Maine Mobile Health Program is recruiting for a year-round, full-time position of Finance Director based in Augusta, Maine. The Finance Director will be a dynamic partner, helping the Board of Directors and Executive Director understand both “what is” and “what it means.”

The Director of Finance oversees MMHP’s fiscal compliance including finance, payroll, and grant administration. S/he supervises staff responsible for each of these areas while ensuring adequate internal controls over the Program’s fiscal records. S/he works to develop and facilitate systems and processes related to the administrative functions of the program such as management of data entry, data maintenance and related reporting, and compliance with program budgets. The Finance Director leads and develops a team to support the following areas: finance, business planning and budgeting. The Director of Finance is responsible for review of monthly financial statements, analyzing program data, tracking annual fiscal plans, financial projections, development of project budgets, and grant administration. 
Position Responsibilities:

1. Financial statements and Board reporting

Produce monthly financial statements and supporting commentary. Provide the Finance Committee/ Board with monthly financial detail and dashboard presentation. 

2. Financial audit

Act as lead staff person for annual audit process.

3. Budgeting and budget management
Lead annual organization budget process 
Lead annual federal grant budget preparation and ongoing monitoring of performance.

Provide monthly programmatic budget reports to staff managers
4. Federal Grant Management 

Participate in yearly financial reporting and application for federal 330 grant

Participate in financial monitoring of other federal grants (Quality Improvement, Expanded Services etc.) 

Participate every three years in Service Area Competition grant application 

5. Non-Federal grants administration 

Support staff to develop grant budgets

Support staff to prepare grant financial reports.

6. Government Reporting 

Prepare: Single audit—Uniform Grant Guidance (UGG) audit and compliance reports and annual 990 tax return in consultation with auditors, annual Uniform Data System (UDS) financial report, annual Federal Financial Report (FFR) 
7. Voucher Program

Assist in tracking and analyzing voucher referral program expenditures 
8. Compliance
Serve as organization Compliance Officer

Monitor compliance with federal, state, and local rules/regulations in conjunction with funder guidelines.

Manage Fraud Risk Plan 
Education:
MBA, CPA or equivalent experience. 
Past Job Experience:
Experience at management/senior leadership level with decision-making
Background in healthcare or nonprofit, specifically related to federal or government accounting 
Experience in grant/fund accounting

Audit experience
Other Essential Responsibilities:
· Familiarity with:
· Cash reconciliation
· A/R
· Prepaid
· Fixed Assets
· A/P

· Payroll
· Deferred Revenue,
· IBNR

· W2s and 1099s
Technical Requirements:
· Abila software or equivalent fund accounting software
General Work Environment and Physical Demands:
· Requires working within a normal office environment
Cognitive and Emotional Demands: 
· Problem solving required
· Occasional stress in meeting deadlines and handling competing priorities
NOTE: This position summary and job description is a general overview of the primary responsibilities which is subject to review and revision at any time.
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